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4499 ADHINISTRATIVE SUPPORT OCCUPATIONS! INCLUDING CLERICAL 



These workers perform Jobs that enable sn ordsnisstion to run sioothly* They nay work 3s 
secretsriesr lypistsi or stenoi^raphers* Others run computers? conputer-relsted eQuipaentr or 
other office aschines. Soae leather and file data while others keep inventories? disperse 
ftaterialsr or fill out forms. They aay investigate clsiasf provide various kinds of 
infdrikationf of collect debts and serve notices* Soae plan and supervise the work of others* 



45 supervisors: ADHINISTRATIVE sWdRT OCCUPATIONS! INCLUDING CLERICAL 



These workers supervise the activities of others who perfora Jobs that help an oriSanization to 
run sn>oothly» They deter»ine the work that needs to be ^one by such workers as file clerkst 
information clerks? office machine operators* bill collectorsi and distributinis clerks* They 
establish work procedures? assign workers? and set up work schedules* They train workers? 
review work for neatness and accuracy? and find ways to iaprove efficiency* 



4511 SUPERVISORSr GENERAL OFFICE OCCUPATIONS 

These workers supervise clerical staff who perfora routine duties in an office* They set up 
work Procedures? prepare work schedules? and see to it that office work runs saoothly* They 
3ssii3n duties to office workers and check their work for neatness and accuracy* They listen to 
workers' complaints and try to resolve thea,* ^ They also train staff and aay prepare letters and 
forms? and take dictation? check inventories? order office supplies? and keep payroll and other 
recordSf ^ . . , 



SAMPLE WORK ACTIVITIES 



- Direct the activities of workers who process applications and claias 

- Prepare correspondence and take dictation 
~ Check applications for errors 

- AnbUer Questions on the phone 

- Supervise workers who do clerical work ^ 
-Schedule work hours for staff to aake sure enough workers are available for around-the-clock 

shifts 

r Train new eiriployees and evaluate their work 
Take inventories of eauipaent and supplies 

- Check records for completeness and accuracy 

- Supervise clerical workers who keep payroll records 



HOURS OF WORK/TRAVEL 



- Generally? these Jobs involve a standard 35-40 hour work week^ duriniS reiSulgr office hours* 
SAMPLE PLACES OF WORK 



- Governwent Agencies 
-Hospitals and clinics 
~ Business offices 

- Insurance coapanies 

- Police departaents 

- Non-profit organizations 



4512 SUPERVISORS? COMPUTER AND PERIPHERL EQUIPMENT OPERATORS 

. ^ ■ \ . . \^ . 

These people supervfse the activities of workers who operate cqiputers and related »achinesf 
Thea train workers and see that the machines are cleaned and /cared tort They set up work 
schedules? assign duties to workers? and help solve work proble»$» They prepare report fpr«s 
and compile reports on the progress of work* They also develop nethods to proces^"^infor«3tion 
used by computerst They wire control boards to prepare machines for different operations* 
They also ilay itake minor chani^es in coaputer prodraas* \ 

SAMPLE WORK ACTIVITIES 



- Set UP work schedules and assii^n duties to workers 

- Train new workers in the use of computers and related eauipaent 

- Operate a computer system to test new and revised programs 

- Make minor changes in computer routines so the output (inforaation coiiniS out of a coaPuter 
system) will be in a different format ^ 

- Help COMPUTER OPERATORS locate and correct errors 

- Follow a diagram to wire a computer control board for a particular operation 

- Check eouipment operators' work for neatness and exactness 

- Solve work problems 

- Prepare written instructions for workers ^::> 



HOURS OF WORK/TRAVEL 

4) 

- Many orsJanizations use their computers 24 hours a day* Therefore? some workers in these Jobs 
may have .eveniniS or nisht shifts. Most workers have a standard 35740 hour work week* 



SAMPLE PLACES OF WORK 



- ManufacturiniS firms 

-Wholesale and retail trade coapaaies 

- Banks 

- Government* aiSencies 

- Insuance companies^ 

- Companies and firms that provide data processing services 



4513 SUPERVISORS} SECRETARIES? STENOGRAPHERS? AND TYPISTS 

These people supervise workers who type? take dictation? or perfora siailar clerical tasks* 
They determine work procedures and prepare work schedules* They ^ive spoken and wntten 
instructions to workers? assiiSn them duties? and check their work for neatness and correctness ♦ 
They also study office procedures and plan ways to aake work more smoothly* ^They help 
workers solve problems and may work alonis with thea* They also write reports and keep records* 




SAMPLE WORK ACTIVITIES 

- Assign workers to take dictation for executives 

- Assign recorded messai^es to workers for them to transcribe 

- Check typed copy for neatness? spelling? and punctuation 

~ Supervise the activities of workers who prepare letters^? records? reports? insurance 
policies? and other clerical matter - ^ , \. ^. x x- , xx ^ 

- Advise staff members in the technioues and style of dictation and letter writmis ^ 

- Recommend changes in procedures that will save time? money?^and labor 

- Assisin new workers to experienced workers for trainini3 
-Evaluate workers' performance 

- Recommend that workers be promoted? transferred or fired 

- Keep worker time records 
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. HOURS OF WORK/TRAVEL * 

- Most of these workers keep standard office hours* Occasional overtine work Ma^ be reciuirfd 
in some Jobs* 



SAMPLE PLACES OF WORK 



Banks 

Business and industrial fir«s 

Doctors'r lawaers'f and other professionals' offices 
Federal f Stater and Local Governikent di^encies 
Insurance conpanies 
Real estate firms 



4514 supervisors; information clerks 



These people supervise workers who compile and dive out information and provxde other services 
to the publiCi Thea determine work procedures and prepare work schedulejs • The9\ Sive 
instructions f assign dutiesi and review work for neatness and exactness* Ttiea also look for 
waas to improve work efficiency* Thea handle complaints and adjust errors* Thea may _ hire? 
train* and dismiss workers* Thea maa prepare reports? order suppliesi and keep time and other 
records* Thea also maa perform duties of the workers thea supervise* ^ 



SAMPLE UORK ACTIVITIES 



Talk with management and check past records to determine staffj budi^etf and eauipmeht needs 

- Recruitf hire and train workers 

- Explain work practices and procedures to workers 

- Assign shifts to workers 

- Order supplies ■ , 

- Keep weekly attendance sheets and send them to paaroll 

- Write business letters and reports 

- Talk with people to obtain information 

- Direct and review the work of st^ff 

- Keep records of work activities 

- Review forms for completeness and accuracy 

- Issue instructions on schedules chaniSes x x v ^ 

- Listen to conversation between workers and callers to make sure that accurate information is 
bein^ iSiven out 

- Prepare daily worker and activity reports 

- ArraniSe for speakers to address i^atherinsis j . 

- Recontfuend that workers be promoted or fired ^ \ 

- Supervise workers who* / 

* Handle cornplaints at a telei^raph highway information centers 
office * Take and record reservations at the 

• Admit ipatients and iprepare hospital front desk of a hotel 

records * Reserve seat space for P3sseni3ers on 

• Interview people on public issues' airline flights 
i Give bus schedules information to • Sell tickets and check baS^aSe at a 

callers railroad statioh ^ . 

* Greet and welcome motorists at ' 



. HOURS OF MORK/TRAVEL * 
- Some of these Jobs may reouire work duriniS eveniniSsf weekends? and holidays* 
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SAMPLE PLACES OF WORK 

^ Airline cdiipanies 

- Autottobile clubs 

- FiriiS that conduct Public surveys 

- Hospitals 

- Hotels and convention centers 

- Goverriftent agencies 

- Ho.tor transportation conpanies 

- Railroad coapanies 

- Telephone and teleisraph companies 



4516 SUPERVISORSf CORRESPONDENCE CLERKS AND ORDER CLERKS 

■ > ■* ■ 

These people supervise clerks who Process orders tor products and prepare a company's 
correspondence* They plan work procedures? prepare work schedules! and see to it that work is 
completed on time* They assii^n duties to workers and check their work tor neatnessi ^x^ctnessr 
and contormance to company Policies* They resolve worker and custoKer coRPlaintsi prepare work 
reportsf and hay help workers complete ditticult tasks* The^ also keep work records and jiay 
hire? train? and tire workers* 



.1 



4 ■ ■ ' <^> 



SAMPLE WORK ACTIVITIES 



Supervise workers who take service orders and handle coRPlaints troR phone or water cdRpany 

customers 



• Ustch workers handle service calls 
to see it they are accuratet polite? 
and tollowini^ conpany policy 

f Recomnend ways to resolve customers' 
complaints ^ 

- Supervise workers who prepare classitied ads 

• Review ads and su^dest ways to make 
^ them more ettective 

• Review customer accounts and approve 



Spot check order records tor 
■^accuracy 

Answer Questions about services 
Compile records tor accounting 
purposes 



credit 

* Edit ads 

* Train new workers 



- Supervise workers who prepare isas and"' electric-power service orders 



Route service orders to service 
departments and centers 
Review completed orders tor accuracy 
and completeness 



Answer telephone Questions trom 
customers? contrictors? and buildini^ 
inspectors about the progress ot 
orders , 



Supervise workers 
otfice 



who prepare letters and pertorm other ciericall duties in ah insurance 



Read correspondence? study policy 
records? and examine replies prepared 
by workers 

Proofread letters tor style? 



appearance! spelling? and grammar 
♦ Return tault9 work to workers with 
instructions tor revisions 



- Supervise workers who take customer oit4e>s tor products 



f Urite letters to customers to answer 
their Questions or advise them 



HOURS OF UORK/TRAVEEL 

- Generally these SUPERVISORS work a standard 3574O hour week- during regular office hours* 



SAMPLE PLACES OF QURK 



'- Advertising agencies 

- Department stores 

r GdSf hedtf power? and lii^ht coapsnies 

- Insurance companies 

- Newspape rs 

- Printing and publishini^ companies 

- Telephone companies 

- Water companies 



4519 supervisors; records clerks 



These ^people supervise workers who compile? file? and maintain recordst This includes workers 
who shelve library books? rent out safet«:{ deposit boxes? keep office records^ or code data 
processini^ forms* Thei:^ determine work procedures? prepare work schedules? snd see to it that 
Mork runs smoothie* The» train workers? assign duties? and check work for neatnesis and 
accuracy* Thea prepare reports? handle complaints? adjust errors? and solve difficult work 
problems* Thea also maa perform duties of the workers'thea supervise* 



SAMPLE WORK ACTIVITIES 

- Supervise librara workers who replace books and other materials on shelves 

» Train and direct workers in shelving thea were, pui in the proper places 

books accordini^ to a librara sastem * * Count the number of materials Placed 

• Check shelved bjaoKs to make sure \ on shelves to record shelvini^ activity ^ 

- Supervise workers who rent out safeta deposit boxes at a bank 

I Record the time at which the vault * Approve or disapprove rentals and 

is opened and closed reouests to oPen safeta^d^posit boxes 

» Authorize the forcing? servicing? * Train new emploaees and assign them 
and repair of safeta-deposit box locks to duties 

- Supervise workers who keep central records files . 

# Direct and assist workers in disposing of old files 
searchini^ files to find lost or • Recommend chani^es in work procedures 
missind records t to improve work efficienca 

♦ Direct and assist workers in " 

-Supervise workers who compile and maintain personnel records 

* Compile reports of absences? \ * Conduct periodic Job^performance 
salaries? and other matters of reviews 

interest to management \- « Assign experienced workers to train 

♦ Evaluate work done and return faulta heu workers 
work with instructions for correction^ 

- Supervise workers who to prepare records for data processing 

- Supervise workers who prepare and send out'' customer bank statements and keep check files . 

- Supervise workers who record securities t'i^^nsactions 

" Supervise workers who compute insurance premiums ' 



HOURS OF WORK/TRAVEL ^ 
- Benerallar these SUPERVISORS keeP^'V'eWla^; office hours* 



SAMPLE PLACES OF WORK 



• Banks and Other fihshcial firjis 

♦ Govern»ent agencies 
^ Insurance coftpanies 

^ Manufacturini^ coAPanies 



♦ Private businesses 
•Public and private libraries 

• Real estate firis 



4S21 supervisors; financial record PB0CESSIN6 OCCUPATION^ 

These people supervise workers who coipilet review? prepare ? and maintain financial and reiated 
records for a business # The*:^ determine work procedures? prepare work schedules? and .$ee to it 
that the work does sftoothlyt They assiiSn duties to workers and check their work for heatness? 
accuracy? and conforaiance to coapany polieiest They help workers handle work problems and ady 
hire? train? and fire workers* They also keep work records? reports? and ttdy perfqr* other 
duties in addition io supervising workers* 



SAHPLE UORK ACTIVITIES 



- Supervise workers who* : ^ 

- Review schedules and records to plan and schedule work activities' . 

- AssiiSn experienced workers to train new workers \ />"^ 

- Assii^n workers to prepare receipts* bills? and reports ^ 

- Examine reports and documents for conpletenes^ and accuracy 

- Help workers solve proble»s in tracing the sources of billini^ errors 

- Direct the maintenance and storage of records? such as naps? deeds? and ai3ree»ents 

~ Talk with supervisors and coapany representatives to solve probleas and resolve complaints 

- Direct the preparation of government reports 

- Review and approve^ piay^'oU, deductions 

^ Help workers in the analysis of rate information 

- Check Payrolls for accuracy 

- Review and correct customer accounts , * 

- Examine and correct bookkeeping and accounting entries or other workers 

- Prepare shipping documents and related reports 



HOURS OF WORK/TRAVEL 

- Generally these Jobs involvee a standard 35-40 hour work week duriniS normal office hours« 




SAHPLE PLACES OF WORK 

- PankV^nd other financial institutions 

- Business er industrial firms 

- Shipping and water transportation companies 



4522 supervisors; duplicating? hail? and OTHER OFFICE machine OPERATORS 

These people supervise workers who! operate office machines^used to copy material or pvep^ve and 
handle mailt They may work in the duplications department or mail room Of a business or in a 
ppst office* They plan work procedures? prepare work schedules? and see to it thdt work is 
completed on 4ime* They assiisn duties to workers? check their work for neatness arid accuracy? 
and recommend ways to improve work efficiency* They also handle complaints and help workers 
complete difficult taskst They man hire and train workers and keep work records* 



SAHPLE UORK ACTIVITIES 

- Supervise workers iri the duplicating department of a print shoff 



♦ Stud» reouests for copying service 
and decide the best method of 
coftPletiniS the orders 

♦ Keep files thet show the due date 
and status of Job orders 

♦ Exaiiine material in process and 
su^^est improved methods of 

^ • ■ 

' - Supervise clerks who open? sort? and route 



Read letters and determine where 

the^ should be sent 

Inform clerks of where to route mail 

Compute the amount of postage 

required on out^pini^ mail 

use 3 postai^e ^meter to compute the 



reproduction , - 
Oversee machine maintenance proi^ram 
Talk with people who need printiniS , 
services to determine the methods .and 
materials thiBy prefer to be used 
Order materials needed by workers 



mail an^prepare material for mailing 

cost of mail permits , 
• Interview Job applicants arid 

recommend that persons be hired 
t Train new employees 
¥ Keep worker records 



Supervise workers who wrap and address iprinted material? such as maiSazinesf book^f and 
newspaper^ 



Revise mailing lists 
Inspect work stationi to make sure 
that material is Wrapped and 'addrelssed 
in time to meet delivery schedules 
Record where materials were sent? 



workih!^ from shipping and mailihi^ 

reports « 

Keep a file of busf train? and 

airplane schedules and postal mailmi^ 

rates 



- Supervise workers who process mail in a post office 

» Keep records of processed mail? mail 
in process? and changes in worker 
assignments 



HOURS OF WORK/TRAVEL 

Soroe of these Jobs may reouire some evening or weekend work* Others involve a standard 35-40 
hour work week during regular office hours* . » ^ O 

SAMPLE PLACES OF WORK / . 



Any business or industry that handles its own duplicating or copyiniS activities 
Printing and >ublishind companies . 
U.S» J^'bstal Service 



4523 CHIEF COMMUNICATIONS OPERATORS . 

These people supervise workers who operate telephone and telegraph eouipment* They work in 
places such as telephone offices? business firms? and airports* They determine work 
Procedures? prepare work schedules? and see to it that work is properly done* Tney assign 
duties to workers? check their work for neatness and accuracy? and recommend^ways to improve 
work efficiency. They also handle complaints and difficult . work problems* They may hire* 
trains and fire workers* and keep work records. 



SAMPLE WORK ACTIVITIES 

- Supervise workers who operate teleiSraphic typewriters 

♦ Assign duties to workers and watch ' 
them §end and receive messages 

- Direct workers who file letters? messa!3es? inst ructions? and repprts 
'-Transfer operators to different work stations to insure an even work load 

- Supervise workers who operate telephone switchboards at a telephone central' office 



V Conduct onrthe-Job trsihinsl for new of^c^ls 

operators ♦ JJiscuss service prbble»s with 

f Help operators Place unusual tapes custoiers r 

Supervise workers who receive arid send lessases at an airport teninal ^ 

f. Receive telephone or radio* reeuests 
for eeuiptent repair * 
♦ Pfionp the Proper authorities in case . 

of an eiieriaencaf such as a bomb threat 
f Record work activities' in a lo^ 

. . ■ ' . . • ■ ■ •' : . • 
- Supervise telephone operators in a telephone "off ice or an industrial fir» 

« Assign switchboard positions to out^oin^ lon^ distance calls 

operators » Compile a plant ptione directory 

♦.Keep worker attendance records # Relieve operattfrs of their dutiesr 

f Keep a lo^. of all incoaind and when necessara 



HOURS tJF WORK/TRAVEL 

- So»e of these Jobs naa reeuire shift work and/or weiBkend work* 

/ SAMPLE PLACES OF WORK 

«^ ■ ' ;f r - ■ ■ 

- Airports 

- Business and industrial ^f irms . 

- Telephone and telei^raph coMP^ies 



4524 supervisors; hail and HESSA6E OISTRIBUTIQN CLERKS 

These workers supervise workers who distribute aessasies and Mail and perfori related clerical 
dutiesf Thea deterjiine work proceduresf prepare work schedulesi and instruct the staff in daa- 
to-daa operations* Thea assign duties to workers and check their work for accuraca and 
coipleteness, Thea also prepare work reports and inv^stisEate custoaer coaplaints* Ih soae 
Jobs y thea are also responsible for Maintaining tiie and^^ Personnel records and for nirinS^ 
training and fi rind workers* f 

■ f'^^' V . "• ' i . ■ . . ■ ■ ' ■ 

SAMPLE WORK ACTIVITIES / ■ 

■ ■' ■ . ' .' ' ■ 

Supervise and coordinate the activities of workers involved in sortini^ and deliverinst >ail 
and/or teessades ^ ' , 

- Deter»ine work p^rocedures / 
Prepare work schedules / * 

-Instruct staff in daa-to-daa operations 

- Assign duties to workers and evdlugte their work " 
Study waas to inprove worker. PerforiJance 

- Prepare work reports »^ 

- Investislate and xesolve cusiofcer complaints 
-Keep worker records 

- Hirer train f and fire workers - 

HOURS OF HORK/TRAVEL 

- Most of these workers have a standard 35-40 hour work week> with no travel reeuiredt 
Howevert HAIL AND POSTAL CLERK SUPERVISORS aaa have to work at nidhi dr on weekends. 
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^ SAMPLE PLACES OF WORK 

- Business and industrial tiris 

- Post offices 

- Telephdne and telegraph 'coapanies 



4525 SUPERVISORSr MATERIAL REGORDIN^^^^^ 

These people supervise workers receiver store? aark and issue* or ship supplies* Thea studa 
assiisnaents to determine the workers* naterials* and supplies needed to aeet work schedules* 
Thea assiisn duties tq workers and direct their activities/ Thea also recoMend waas to i?tPi^ve 
work aethods and conditions* Thea naa prepare Production or other reports* order ■atenaiSf 
and check aaterials received* Thea aaa hxre* tram* and fxre workers* Thea also aaa perform 
sone or all of the duties of the workers thea supervise* 

SAMPLE WORK ACTIVITIES 

- Supervise workers who* 

* Ord^r* receive* store* issue* and * Prepare duta rosters for airline 
ship materials and supplies in a fUdht crews ^ ^ " , ' 
stockrooii* warehouse* or aard * Prepare work schedules for telephone 

* Prepare isoods for shipment coipana workers. ■ ^ ■ ^ 

♦ Clean* asseoible* and pack supplies * Compile production and sales reports 
and eouiPtent in .a hospital central * Distribute materials and tools to 
suppla roo« production workers - 

» Attach price tads to sioods in a • Store* issuei and keep records of 

retail store aiiunition or explosives 

• Deteraine rates for shippinsi doods r ■ 

'" Direct workers to furnish supplies and eouipnent 

- Direct workers to arrani^e stock and order supplies and eouipaent : 

- Check purchase orders and work stations to detersine the tape and a»ount of jiarkinsi tMs 
reouired for each shipment of doods 

— Help worders mark and tad merchandise " ^ ■ \ , ^ / 

- Studa shipping rates- and routes to find waas to reduce transportation costs 

- Plan and prepare work force schedules* usind information such as budget estimates and 
customer demands ■ . , , • 

- Inspect films beind issued to make sure that thea are properla packaged and identified 

- Dispatch workers to inspect Products and check the amounts received 

- Review inspection reports and lab tests to make sure that products meet specifications . * 

- Plan the laaout of storage areas 

^ Advise wo rlv,ers on the care of items received and stored * 

- Keep wotKej^time records for paaroll purposes i 

* ... ■ v. 

HOURS OF WORK/TRAVEL 

- Mana of these Jobs maa reouire some nidht work and overtime* including work on Saturdaas* 
Sundaas* and holidays* This ' is particularla true when shipments have been delaaed or when 
materials are needed immediatela on production lihes* ^ 

SAMPLE PLACES OF WORK ^ 

- Manufacturing Plants and factories 

- Wholesale houses - 

-Retail stores « ; 

- Hospitals ' - ; ^ ' . 

- Utility companies , . 

- Airline companies / 
Telephone companies i4 



ERIC 



0_ Oil refineries and pipeline companies 
Laundra Plants 



176 



- Annunition plant? 

- TeKtile Mills 



4528 SUPERVISORSf ADJUSTERS! INVESTIGATORS i AND COLLECTORS 

These People supervise workers wha do such thini^s as adjust insurance clai«Sf collect overdue 
paMentSf or collect apne^ fro» coin boXes» The» plan work activitiesr i»rep3re work schedules! 
and see to it that work i^oes sMOQthl«^» They a ssii^n duties to workers and check their work for 
exactness and neatness* They handle worker and customer coaplaints and prepare work reports* 
They nay keep tiike and personnel records and oversee preparation of payroll^* They dlso bbh 
hirei trainf and fire workers* # 

SAMPLE WORK ACTIVITIES 

Supervise the activities of workers who nake chani^es to insurance policies ' 

. > Review letters f[om adents workers 

reQuestind Policy>chan!^e& and assign * Check the aabunts of preaiuas 

the* to workers for proper action coaputed ba workers far accuracy 
» Interpret insurance policies for 

- Supervise workers who collect overdue charge-account payments 

> Review account records to determine for handlinSi " 

which custo»ers are late in paying * Advise workers on how to handle 
their accounts difficult work problems y • 

t Develop forn letters to be u^d in * Recouend chanises in policy and 
collection attempts procedure to. lanai^Mentf based on 

• Organize the workload of staff f workflow 

based on the nuaber bf late accounts * Talk with or write tb custoaerstto : 

, Review letters of conplaint froa explain what action^ is be ini^ taken to 

customers and assidn'^thea to workers resolve their coMPlaints 

- Assign workers to collect noney* f ro« seters? pay phonesi or vendiniS Machines 

» Count money collected aad conpute v ^ 

the anount due to agents 

' • . • ■ ■ ■ • ^ .■■ • ... • ■ 

HOURS OF WORK/TRAVEL 



Genersllm these Jobs involve a standard 35H0 hbur wagrk week i with little or no iravel 
reauired» - 

SAMPLE PLACES OF WORK 

Retail $tores . 

Business offices 

Insurance conpani^^ 

Bsnks and other financial fins 

Credit card cotpanies , 

V€?ndin!3 nachine cMpanies 



15 
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4529 SUPERVISORS! MISCELLANEOUS ADMINISTRATIS^ 

These people supervise workers! who receive! pbh out! and/or keep records of loney for 3 
business*^ These workers include bank tellers! cashiers! food checkers! and clerks who prepare 
purchase orders and receiptStJ They determine the workers and supplies needed^ establish work 
procedures! assign duties. They hire and train new workers! explain company policies? and 
enforce rules* They resolve customer and worker complaints* They count and deposit money 
received! keep accounts and dther records! and authorize payments* They also handle complaints 
and other problems and may perform some or all of the duties of the workers they supervise* 



SAMPLE WORK ACTlMlTIEg 
^ Supervise workers who recieivei pay out and keep records of money in a bank 



Train workers in customer service 
and banking procedures 
-Approve checks for payment 
Resolve customer complaints 
Use an adding machine to balance 



tellers' reports 

See to it that enough money is on 
hand to meet le^al and business 
demands , . 



Supervise 
place 



workers who/ receive payments for ^oods or services in s store? hotel? or simitar 



Relieve workers dqrln^ peak work 
periods 

Search records to? help workers 
locate and correct errors on 
customers' bills 



Compare cash register totals with 

receipts in the register 

Keep custody of operdtin^ funds 

Total funds received! endorse 

checks! and Prepare bank deposit slips 



Plan and supervise tjie activities of food checkers 
business 



and cashiers in a lar^e food-service 



Establish food-checking stations to 
support dining rooms ! bars! clubs ! and 
social functions \ 
Hire and train workers 



Watch food-checkin^! billing! and 
cashiering activities 
Compile reports for accounting and 
management purposes 



Supervise workers who accept payments for ^as and electric-power bills 
Supervise clerical workers in the field office of a construction project 
Supervise workers in the purchasin^-and-claims department of a ferryboat service 
Supervise workers who type letters? prepare purchase orders! and obtain price Quotations 



HOURS OF WORK TRAVEL 

■J • ■ . 

Soirie of these SUPERVISORS may work evenings or on Saturdays* 

SAMPLE PLACES OF WORK 



Banks 

Hotels and restaurants 

Retail stores! including Grocery and department stores 

Race tracks 

Utility companies 

Construction companies 

Water transportation companies 
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46-47 ADMINISTRATIVE SUPPORT OCCUPATIONSf INCLUDING CLERICAL 

These workers perfori Jobs to help 3 business or organization run sioothly* They work as bank 
tellepsf hotel clerksf or correspondence clerks* They operate office iachines for financial 
recordkeepini^ or duplicating^ Sone interview people to coMPlete foris while others Maintain 
infornation in files* Some process library materials or examine insurance claims* Others may 
collect debts, or work as inventory clerks* 



461 COHPUTER AND PHERIPHERIAL EQUIPMENT OPERATORS ^ 

Workers in these occupations operate and tend computers or the eouxpment that issued with 
computers* They may read proi^rammers' instructions and set up a computer run* Or they ns^^ 
operate the machinery that loads the computers? the printers? and the eouipment used f oi; 
computer output. They may be responsible for card-to-tape machines? card sortersjr and 
collators* They watch for problems with the computer or peripheral eouipment and try to soli^e 
those Problems* . / 



4612 COMPUTER OPERATORS - ' ! 

-COMPUTER OPERATORS control and tend computers used ' to process business? scientific? 
endineerindr dnd other data* They read special Instructions prepared by PROGRAMMERS and decide 
what computer eouipment should be set up for each Job*; To process the input? they first. load 
the computer with the correct cards? tapes? or disks? and then they start the computer* While 
it is runniniSf they watch for error lights or other siisnals that indicate problems* When 
problems occur? they may locate and solve triem or stop the Proi^ram* 



SAMPLE WORK ACTIVITIES 

- Follow instructions for operatihis a computer 

- Set control switches bn computer eouipment 

- Select tapes and punchcards and load them into the computer 

- Move switches to clear computer systems and start computers 

- Watch machines and control panels Tor error lights 

- Type commands into computer consoles 

- Notify a supervisor when errors occur 

- Wire control panels of eouipment 



HOURS OF WORK/TRAVEL 



- COMPUTER OPERATORS may work day? eveninis? or nidht^ shifts? as many ori3anizations use their 
computers 24 hours a day* 



SAMPLE PLACES OF WORK / 



-Manufacturing firms 

- Wholesale and retail trade companies 

- Banks 

- Government agencies 

- Insurance companies 

- Companies that provide data processing se^rvices for a fee 

- Computer centers in colleges and universities 



4613 PERIPHERAL EQUIPMENT OPERATORS 



PERIPHERAL EQUIPHEMT OPERATORS operate machines that are used slond with cpiputers* These 
*3chines include devices used to load data into cotputersi (such as tape drives and disk 
''drives)! as well as printers and other devices used to retrieve cotPuter outPuU Also included 
are stand-alone eauip^entf such as card-to-tape ■achinesf card sortersi and collators (Adenines 
that arfaniSe Baterial in a certain order) • These workers set up and adjust these »achinesf 
load and unload input cards or tapes? and unload and sort Qo^puter output such as cards or 
printouts f 



SAMPLE UORK ACTIVITIES 



Tend a ihachine that sorts conputer cards into isroups 

Place cards in a feedbox and Push buttons on a control panel to sort the* 

Renove sorted cards f ro» bins 

Reinove Janmed cards to clear a sortiniS nachine 

HcHJnt reels of magnetic tape onto spindles 

Set auidesf keasi and switches to prepare nachines for operation 
Wire control panels according to a diadram 

Watch computer cards in a sachine for sidns of creases or tears 

Unload^cards fron a machine and label thei — 

Separate and sort printed output forssi usind a special ■acnme 

Operate machines that process data fr6» punched cards into printed records 

Install a control panel? usiniS wrenches and a screwdriver 

Tend machines that cops printed material or punched cards x u x 

Tend nachines that remove carbons from printout sheets and separate the sheets 

' . / . . 

HOURS OF WORK/TRAVEL 

As computer centers in many organizations^ operate 24 hours a day? PERIPHERAL EQUIPMENT 
OPERATORS may work day? evenini^t or nidht shifts* 



SAMPLE PLACES OF UORK 



- ManufacturiniS firms 

- Wholesale and retail trade companies 

- Banks 

- Government agencies 

- Insurance companies 

- Companies that provide data processiniS services for a 

- Computer centers in colleges and universities 



462 SECRETARIES? STENOGRAPHERSf TYPISTS 

Workers^in these occupations take dictation? type? and perform other duties to run an office. 
They may record and type letters? reports? and other information* They may run other office 
eouipment? do filing? receive callers? and make appointments* Some workers answer letters? 
write reports? and do research. Some specialize in medicine? law? or science* Some supervise 
other workers. , , 



4622 SECRETARIES 

' ■ L • . ■ ■ ■ ■ ■ ' 

SECRETARIES set sppointMentsy deal with csllersf take dictstionf and twe% In offices where 
t^pind is done in word processing centersi the» often handle 3. nuaber of other dutiest These 
duties rsn^e fro» filin^> routine asilf and answering the phone to iore responsible work such 
as answering letters^ doin^ research? and wrijtin^ reports* Soae SECRETARIES specialize in a 
certain arear such as nedieiner law? science^ or education* Sone supervise a clerical ^aff* 

■ ■ . . . ■ • Y \ 

SAMPLE WORK ACTIVITIES 



- Compose and type routine letters 

- Keep an inventory of office supplies : 

- Look through law books to find court decisions that pertain to cases your employer May be 
handling 

- Type medical charts r reports > and letters 
-Send bills ta patients 

" Uelcome new neiibers to an organization and issue Meibership cards 

- Receive and deposit funds for lunches? school supplies? and student activities 

- Read scripts and pre^pare notes for each scene in a play 

- Send invitations and arre^n^e for food service for a business or social dinner > 



HOURS OF WORK/TRAVEL 



(No Inforffidtion) 



SAMPLE PLACES OF WORK 



- Banks? insurance conpanies? real estate firfts? ^overnaent agencies? and other places that 
provide services to the public* 

•-Doctors'? lawyers'? and other professional offices 

- Any industry ' 



4623 STENOGRAPHERS 



STEN06RAPHERS take dictation of letters? reports? and other worded Materials* Thei:^ aay take 
dictation usin^ either shorthand^or a stenotype Machine that prints symbols as certain keys are 
pressed* Experienced STENOGRAPHERS can take difficult dictation* For example? they a^y sit in 
on meetings or proceedings and later ^ive reports or word-for-word records of what was said* 
Sone specialize in taking dictation in foreign lan^ua^es* Others work for business people who 
travel* 



SAMPLE WORK ACTIVITIES 

- Use a shorthand Machine to record everything that is said in a Meeting ■ . ^ 

- Transcribe dictation on a sfj&cial typewriter thst produces punched cards or tape 

- Use a typewriter to transcribe dictated ■aterial and ^prepare >etal plates used in an 
addressing iiachine ; ' - 

- Dictate notes into a recording nachine for other workers t^ transcribe 
-Listen to a taped recording and type what is heard 



HOURS OF WORK/TRAVEL 

- Most STENOGRAPHERS work 35-40 hours. per week during regular office hours* 

- A few of these Jobs may reogire softe travel? but tost do hot* 



/SAHPLE PUCES OF WORK / 
Banks 

Insurance coiipanies 

Oovernnent adencie^ and other establishients that provide services to the public 
Doctors'? lawyers' and other types of professional offices 
Various businesses and ori^anizations 



4624 TYPISTS , 

TYPISTS make taped copies of handwritteni printed? and recorded words » Thiea laa dp other 
office tasks? such, as answering the phoriie? fijinsif and runninis office lachines* Thea laa plan 
and tape tables? prepare reports u^ind tana source materials? and Hake iiaster copies of reports 
to be reproduced* Thea laa listen to a .recording and tape what iis heard* 

. ' ■ " - ' ' . ' ■ / ■ ' ■ . ■ ..... ^ ■ ;•• ■ •• . - ^' : ,■ . . 

SAMPLE WORK ACTIVITIES 

- Tape reportsr business letters? and shipping tickets f rot handwritten CQPa 

- Add nuiibers on an adding or carlculating aachine " 

- Listen to a tape and tapie whaC^is heard 

- Keep records and files of completed wo'rk 

- Make copies of conpleted work? using a copaing lachine 

- Sort and distribute tail and answer the phone 

- Check totals on report forAs or bills 

- Watch a iiovie and tape a brief description of each scene . 

HOURS OF WORK/TRAVEL 

- TYPISTS freauentlaar^ able to bbtain part-time work* 

SAMPLE PLACES OF WORK ' 

" F^Ctyies .V- 

- BartRs? savings and loan coipani^^t and other financial fins 

- Insurance ccfipanies ; ' 

- Real estate fins 

Federal? state? and local governient agencies 

- Motion picture studios / 
Television stations 

- Hotels? iotelsr and restaurants 

- Hospitals? clinics? and doctors', offices 

- Lawaers off ices . 

- Ana industra 



463 6EHEI<AL OFFICE OCCUPATIONS 

Pedple in these Jobs do general clerical work* Thea type? file? record infonation? answer the 
Phone? and perforii other siiiilar tasks that help an office run sioothla^ 

SAMPLE WORK ACTIVITIES 

- Answer the Phone? deliver iessages* and run errands 

- Count? weigh? or Measure irateridls 
Sort and file records 2Q 



ERsLC" Staip or nuiiber f oris bu hahd or tachine 
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- Prepare and send out biils? policiesf invoices? and checks 

- Operate office iachines such as typewriters! adding lachinesi and copiers 
Post charges to service accounts ^ 

- Operate a telephone switchboard to take or relay infornation 
Schedule appointnents 

- Coiipute and record payment of fees 



HOURS OF WORK/TRAVEL 



- Generally these jobs do not require travel* 

- Most of these Jobs involve a standard 35-40 hour work week* However i evening and weekend 
work fisy be reauired in soae Jobs* 



SAMPLE PLACES OF UORK 



- CofiPanies that provide transportation 

- Schools and colleges 

- Federal* state i and local government agencies s 

- Telephone and telegraph coipanies ■ 

- Financial firKsi such as banks and savings and loan companies 

- Hospitals r clinics? and doctors' offices 

- Nonprofit organizations? such as aniaal shelters' 

- PoMc® stations , 

- Business offices • 



These workers gather and provide inforiation* TheW say interview people in order to coiplete 
forns or records* They may work in hotels? helping guests check in or out? and insuring ^ood 
servicet Others help plan travel routes? iake reservations? and issue tickets* So«e answer 
Questions about insurance? stock prices? mortgage reQuireftelvts? of other ^things* Sqm help 
people complete transactions? listen to complaints? write letters? or perform other elerioal 
tasks* ■ 



INTERVIEWING CLERKS talk to people to get information that is needed to complete forms or 
records* They may talk to people in person or by phone* They ask specific Questions of 
people? record their answers? and help people fill out forms* Some also sort? classify? and 
file completed forms* 



SAMPLE WORK ACTIVITIES 



- Talk with hospital patients to find out their names? addresses? and ages 

- Set UP times tor people to be examined at a clinic 

- Call credit bureaus? employers? and personal references to check people's credit standing 

- Talk with people to learn about their buying habits or opinions 

Keep records of deposits and payments and phone customers who have not paid their accounts on 
time ■ ■ 

- Interview people who want to open a checking account and record the information they provide 
onto forms " 

- Talk with people to find out about their work problems 

- Phone- Job applicants to offer them Jobs . 



464 INFORMATION CLERKS 



■s 



4642 INTERVIEWING CLERKS 




HOURS OF UORK/TRAVEL 



(No Informstion) 



SimiE PLACES OF WORK 



- Medical centers? such 3s hospitsls or clinics 

- Federalf sister and local i^overnaeni ai^encies 

- Nonprofit ordsnizationsr such^s rehsbilitstion centers 
- -AnH Isri^e business or store that hss change accounts 

^ Banks and loan coa^anies 

- Public opinion survey firis 



. 4643 HOTEL CLERKS V 

HOTEL CLERKS rei^istef Quests r assign thea to rooasr and issue, thea their roon kess* Theu 3lso 
i^ive out flail and messa^esf answer Questions about hotel s^ryices» keep i^uest records » prepare 
bills^r and collect pa«:^flents«^ The*:; aau sell iteas such as cahdii; or newspapers and deposit iteiis 
for Quests in the hotel safet 



SAHPLE WORK ACTIVITIES 

- Assii^n hotel Quests to rdb»s and instruct bellhops to help thefl with their lu£ii^ai^e 

- Sort and stack incoaind nail and aessai^es t 

- Give and receive iiiessades bu phbner switchboard? -or teletvfpe flachine 

- Keep records of which roofls are available 

- Make and copfirfl reservations 

- Sell tobacco? candy? and newspapers 

- Deposit iSuests' valuables in a hotel safe 



HOURS' OF WORK/TRAVEL 

- Many of these Jobs require eveninis or niiSht work* 

- Sone of these Jobs flay involve shift wark« 



SAHPLE PLACES OF UORK 

-.Hotels 

--^Motels 

- Motor Iodises 

-Resorts 



4644 RESERVATION AGENTS AND TRANSPORTATION TICKET CLERKS 

These CLERKS help people who travel* Sofle plan travel routes and schedules and obtain 
reservations for people on planes? trainsf buses? or boats* They also do such thiniss as plan 
auto trips? prepare travel inforflationy reserve hdtel^roofls? and issue travel tickets* Others 
help passengers safely board the correct train or plane* 



SAHPLE WORK ACTIVITIES 



- Plan travel routes and figure out ticket costs? usind schedules and rate books 

- Answer Questions about travel schedules and places to stay 

- Prepare travel booklets that contain tickets? schedules? and travel sud^deslions 

- Plan trips for Bie»bers of • auto clubs 

~ Inforn people about the need for visas and other. docuftents reoui red for foreign trwel 

-Provide people with Guides? directories? brochures? and Maps 

-Check Plane tickets to make sure Passengers have the rifllht flight or seat 

- Assign train space to passengers 



HOURS OF WORK/TRAVEL 



- Soibe of these Jobs na^ involve shift work* 

~ Some of these Jobs reauire evening or ni^ht work* 

^ • • 
'SAMPLE PLACES OF WORK 



- Travel agencies 

- Airline and steamship coRPanies 

- Bus and trairi companies 

- Holelf 

- Government agencies 



4645 RECEPTIONISTS 

RECEPTIONISTS are often the first person callers see when thei^ visit a Place or ordanizatiori* 
The» ^reet custoners or visitors? deteraine their needs? and refer thea to people who can help 
theokt Their dail^ duties depend upon where thei^ work* Those in aedical offices? Rdtf obtain 
infornation fron patients* In beauts shops? the» set up appointments* In larde bjusinesses? 
the3 ^ive 10 cards to callers and arrange for escorts* Han» RECEPTIONISTS also do other 
things? such as i^pe? answer the phone? file and sort Mail* 



SAHPLE WORK ACTIVITIES 



- Obtain callers' names and arrange for appointments with persons the^ wish to see 

- Record the names of callers? the times thei^ visited? . the nature of their business? and the 
persons called upon r 

- Collect and distribute mail and messages 

- Issue passes to visitors 

- Phone clients to remind them of their appointments 

- Give travel information to bus or train passengers ' * 

- Greet visitors to a military base? and record their names? home addresses? and the times the^ 
arrived ' 

- Caution park visitors about fires? wild animals? and travel hazards 



HOURS OF WORK/TRAVEL 



- A few of the Jobs mai^ reauire evening or weekend work* 
-Generally? these Jobs do not reeui re travel* , 



SAHPLE PLACES OF WORK 

- Doctors' and dentists' offices 
^ - Hospitals and nursinsi homes 
cDi/^'" Insurance companies 
tl\lL- Banks 



- Factories and plants 

^ Transportation coipanies 

-Military bases 

~ Historical societies 

- f^m place that is open to the publ ic 



4649 iHFORKftTiON CLERKf N.E.C. 

These CLERKS provide irtfor«ation and assistance to custoiers* They answer people's Questions 
about such matters as iiisurancef stock pricesi travel Services or Mrtisaae ^*e<*^ire»e]}ts* Tpey 
aa» answer ouestions bs phone or letter or in person* So«e assist, people in ,co«pietina 
transactions such as overseas phone callsi loan applications? or rop» reservations^-^? Soie 
receive and answer coiPlaints of callers^ Thea also nay coipile infpr«at;onf write lettersf, 
fill out foTBSf and >erfor» other clerical duties* 

■ . . • • . ■ . » ■ . ' 

SAHPLE WORK ACTIVITIES 



\ 



Take phoned-in reauests for info rtation about credit applicants 

• Identify callers b« a code 

• Type inouiry details on the keyboard 
of a machine 

• Read information from computer i / v 
printouts. or displays \ 

^ Check the accuracy of loan applications 

• Prepare a file for each loan ♦ Prepare insurance recordst credit 
^transaction in a bank repbrtsi and copies of loan 

• Compare applications for loans applications . xu«^ 
aisainst credit reports • Prepare payment books and mail them 

• Approve loans and prepare checks tq customers 

- Complete morti^ai^e transactions ?fter loans have been approved 

. Check loan papers for completeness # Get buyers and sellers to sidn 
. Answer buyers' and sellers' ^ necessary, documents, 

ouestions about the details of the • Operate office machines to compute 

transactions ' ' figures 

- Answer phoned-in ^luestions about the activities, and programs of an auto club 

^ Receive and record complaints about 
road conditions " 
, ♦ Help prepare traffic surveys > 
« Tell callers about car insurance and 
financing 

- Contact operators in other countries to place international calls 

- Answer Phone calls from customers who want information about the stock market 

- Provide travel information to tourists at a state information center 

- Write letters to answer questions about fishinis and hunting regulations 

- An^er requests for information about insurance policies ' 

I HOURS OF WORK/TRAVEL 

- General lyf these CLERKS keep regular office hours* , 



SAMPLE PLACES OF WORK 

— Automobile clubs 
,^ -- Banks and other financial firms rt 
V^Y^** Government agencies 
fcKJL *- Hotels and convention centers 
HBBMa . _ , .•■■186 ' 



- lnfor»3tion service ^rms . 
^ Rai l road and other transportation cMParties 

State land offices 

- Telephone cobpainiies 



466 CORRESPONDENCE CLERKS AND ORDER CLERKS 



Workers in these occupations help custoiers place ad5> order ProductSi or settle frbble^^^ 
The» ft3» help custoaers write ads for newspapers cr aadazinesf Or thebi aa«:f process reouests 
for products* They infom customers of availabilityf costsi and^ shippini^ dates« Sole clerks 
handle letters aind calls froa custoMers who want inforaationi have coKPlaintSf or reauest 
special orderst Clerks fill out forasi^ake payaentsi write receipts and keep records* . 



4662 CLASSIFIED AD CLERKS 

These CLERKS take orders for ads and help prepare the ads to be printed in a newspapert 
iria^azinet or sooie other publication* Soae talk with custoaers to find out what words the<:r want 
in ads^ and when they want the ads to appear in print* Thetii use a rate schedule to fisure put 
the costs of the ads* They also fill out order forirs> take paymentsi write receipts? and keep 
order records* Others help space and arrange ads on pedes or check currient ads to see how nanu 
more days they should be run* 



SAHPLE WORK ACTIVITIES 

- talk with custoners on the phone or in person to take orders for classified ads 
" Fi$ure out the total charges for ads and collect payaents froi custoaers 

Measure and draw outlines Df ads oh duiny cop«:f sheets^ usini^ a pencil and fuler 

- Arrange ads on sheets so that those of conpetind cUstoaers do not appear on the saae pai^e 

- Mark ads that have eKPired and note the nuaber of days others should run 

- Figure out the total nuaber of lines available for new ads 



HOURS OF HORK/TRAMEL 

-- CLASSIFIED AD CLERKS who prepare coi^^ aay be reeuired to work late at nidht and on weekends* 
SAMPLE PLACE OF WORK 

■ ■■ -^^'if'' ■ . ' • ■ " . ■ • ■ 

Newspaper' coapanies ' 

- Magazine coapanies 

- Advertising cowpanies 



. 466S CORRESPONDENCE CLERKS 

CORRESPONDENCE CLERKS answer letters concerninsi such aatters as reeuests for doods» special 
ordersi^^ oaaa^e claiasr credit inforaationr incorrect billin^st and Poor service* They read 
incoaifi!^ aail and gather inforaation needed to aake replies* The» «3» type or dictate a fep]^i 
prepare a fora letter?. or send the custoaer^s letter to the appropriate person or departaent 
for a repl^f Soae also keep files of letters sentf received! or reouirin^ further action* 



ERIC 
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SAHPLE HORK ACTIVITIES " 

- Answer 3 letter about 3 d3ii3de cl3i* or 3n incorrect billinds 

- Obtsin the records heeded to answer 3 reouest for inforii3tion <j 

- Dr3ft 3nd tape letters to custoaer^o^let the* know th3t their letters were received and 
their requests 3re beinsi processed " ^ 

- Attach intor»3tion to custoroers letters for replies ba other workers 

- Send letters to other dep3rtiients for replies 

- Keep files of letters received? sent? 3hd reouirind further action * 

- Prepare reports of letters processed 

' t ■ ■ . ■■ ■ .• ■ « 

HOURS OF WORK/TRAVEL 

CORRESPONDENCE CLERKS dener3ll« work froi 35-40 hours 3 weeki duriniS t^eiSular office hours ♦ 

^ " .■ ■ - ■ ■ 

SAHPLE PLACES OF yORK 

' ^' ■ - ' " • . • . ■ 

y Any business! firii or industry that receives larde amounts of/'ftail froa the public or frd« 
custofters ■ j " 



\ 4664 ORDER CLERKS 

¥ - I. . 

ORDER CLERKS proce^»s reeuests fro* customers or coAPany eiployees for productsy ^ervicesi or 
A3teri3ls> They M3y. peceive orders by M3ilr phoney order foray or directly fro» people* In 
spae C3se|f they phoijelcjr write to people to inform 1;hei of pricesy shippinis d3tesy del3ysy or 
other infor»3tion aocrUt their orders*/^ They a3y send orders to depart»ents to be filled 3nd 
follow UP on orders to nske sure of pro»pt delivery* iSoae hplp i>rep3re written contr3Cts for 
i^oods or handle service orders 3nd coppl3ints» 

SAMPLE WORK kTIVITIES 

- Sort orders into isroups for delivery to service centers 

- Quote freii^ht r3tes 3nd dive infor*3tion on truck 3rrivals to trucking fir» custo»ers^ 
^ T3lk with people by phone or in person to t3ke orders for productsy servicesy or i3teri&ls 

Receive and record reouests fro* auto club leabers for eaerdency road service 

- Fill out service cards or product order forfts 

" Answer phoned-in reports of i3as leaks and arrange for service crews to be disf»atched 
'- Process mailed in orders for nerchandise . v 

- Issue route slips to truck drivers who pick up donated clothing and furniture 

- Receive and proces?^ reouests fron hospitals for blood 

- Review incQAind orders for completeness 

- Contact custoaers to det needed information 

- Keep records of services provided to customers 

HOURS OF WORK/TRAVEL 

ORDER CLERKS Generally work from 35-40 hours per weekf .durihiS reiSular' office hours* 

' ■ ■ " ■ ' " ■ . . ' "b'" " ■ ■ ' . " 

SAMPLE PLACES OF WORK " 

- LiiShtr heaty and-power companies ^ ^ ^ ■ 

- Tele^^raph and 'telephone companies 

- Companies that repair or install electrical eouipment 

- Printing and publishing companies 

- DeparCment stores ■ " 

^ - Monprofit organizationsy such as^Goodwill and 
nedicai service firmsf such 35 blood banks 
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- An!^ business thst delivers'^oods or custowr services , ^ 

• ■ % '• " ■ . 

- 469 RECORD .CtERKS ' i ^ . ' 

These workers co«pile infor«3tion> file it prdpefltfF and Mke it available to others* Theyi ia» 
father or verify inforMtion for eMpto^ee redolr3^r'^1lvcrtina work history or skills* They lay 
work as file clerksr classifyini^ and sortina, documents and aaterials? then retrievina then for 
other workers to use* Others work in libraries and shelve hooksr check books in and out for 
usersf or process new Materials*.; Soae workers process balloting information or financial 
records* • ° * 



4692 PERSON»teL aERKS EXCEPJ PAYROLL AND TIMEK^^^^ 

^ PERSONNEL CLERKS father and file inforiration' or^ the trainin^f skills^ Job duties? work history? 
and traits of a fir»'s employees* They also lay compile and type reports froi worker records* 
Hahy have other duties as well* They Ray prepare and aail rforas or letterst act as 
receptionistf or check Job applicants' references^ 

SAHPLE WORK ACTIVITIES / ' J 

- Kefep records of the selection and Placement of workers in civil service positions 

- Mail out application foris ■ ■ . ^ . . > ' 
--^^Answer applicants'^ ouestions about salaries and benefits - 

- Check applications to aake sufe they are co»#^lete and accurate 
^ File spplic^tidri for»Sf test papers? and records 

- Record inf6riiHion on file cards 

- Type reports and foms . ^. ^ . 

- Talk with Job applicants to i3et information such as work experience? educationi trainin^i and 
interests 

- Call applicants for Jobs to, tell thet that they have been accepted or rejected 

- CoiPile personal information about the families of military workers 

-Write to references to find out about an applicants' social and moral background 
Photograph or finiseri^rint new wdrkers 

Keep insurance records oh employees ■ . ■ • . \ _ 

- Record information on workers such as namei addressf earnm^si absencesi^ and amount of sales 

- Compile detailed bills for services received by hospital patients 

y' " • ■ " . " • . ' 

^ V . ■ - . - *.'-..' 

HOURS OF UORK/TRAVEL 

- GenerallUf these workers have 3 standard 35-40 hour M|)rkweek« 

SAMPLE PLACES OF WORK - " 

V - Finance r insurance » and real estate firms ^ ^ 

Msnufacturinsl companies " ^ ^ . ^ 

- Federal r stater and local siovernment aiSencies 

- Any business or industry that has a lar^e number of employees , 
*- Hospitals 
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4694 LIBRARY CLERKS 

* • • . - 

LIBRARY CLERKS do Mn» of the routine tssks .involved in runnini^ a librsr^t They help 
librariahs order and organize iaterials and take it easier tor patrons to find and check out 
aaterials* They qheck books in and outi sort and shelve library aaterialsi repair datai^ed 
books? and answer routine Questions* They lay keep files of special aaterials<« Then ftay help 
in the buying and processing library aaterialsdr drive bookaobiles to take library aaterials 
to patrons in different areas of a town# 



SAMPLE WORK ACTIVITJES 

- Select talking bpoks to be mailed '<t-o blind patrons 

- Prepare books foi; aailin;^ 

- Drive a bookmobile or special truck over an assii^ned route to take library books to patrons 

- Place books and a^dazines on shelves 

- Staip dates on library cards and file cards 

- Collect fees for oVerdue books 

- Compile reports of \the number of books issued and the amount of fines collected 

- Rei3istej[* l library patrons to permit them to borrow books - 

- Tend a microfilm mac|iine that records information about borrowers and items issued to them 

- Check issue^ cards to\ see what books are overdue and who has them 
^ Type notices to let borrowers know items are overdue 

- Issue booksi^ films? and recordings • 
Inspect returned books 'for damai^e ^ 

- Find books and other materials for patrons 

- Use mendind ^ape? Paste? and a brush to repair books 

- Answer phoneg-in inouiries about books and services \. 

- File cards in catalog drawers 

- Replace borrowed materials in stacks or files 

- Truck or carry materials between shelving areas and the issue desk 



HOURS OF WORK/TRAVEL 



- LIBRARY CLERKS who work in Government or other special libraies usually work a rei^ular 40- 
hour weekf ^ 

-In public? collei^er and university libraries? LINIARY CLERKS may work weekend and evening 
hour^L* ^ . c 

- In elemintary and hii^h schools? LIBRAIRY CLERKS work regular school hours* 



SAMPLE PLACE'^ OF WORK 



- Public libraries 

- Larde companies or businesses that have libraries 

- Colleges and university libraries 

- Public school systems libraries • • 

- Private libraries 

- Federal i^overnmentr especially in the Department of {fefense and the Library of Congress 



4696' FILE CLERKS 

FILE CLERKS keep office records accurals? up-to-^datei and properly placed* They classify! 
store? update? and find office materials on reouest* They examine new materials and store them 
for future use accordinsi to a system* When these records are reouested? they locate them for 
the borrower* They- also keep records^ of materials removed from the files and make sure they 
are returned* In small offices? they ofterl do other things? such as type? sort iail? or run 
office machines* 



SAMPLE WORK ACrmTIES 

- File leltersf cardsf invoices! and other records letters of the alphibet 

- Read incdiinS Mterial and sort it according to i fiU ^ 

- Place. materials in file cabinetsr drawersr boxes r or in special fiUna cases 
^ Search for information contained in files 

- ftenove material fro* files when reeuested 

- Trace missing file folders^ ^ v 

- Type file folder labels ... 

-Hark or stamp codes, on material _^ ^ x- w-i*um^ 

- Classify fingerprints and record and file information about them 

-- Clip out articles and pictures in newspapers and file them for future use 

- Keep files of yarns for stock reference^ ^ ^ 

- Store bank records and see that outdated records are destroyed 

- Keep files of taped material in a library ' 



HOURS OF WORK TRAVEL 

Most FILE CLERKS have a standard 35-40 hour work week t 
Many of these Jobs offer opportunities ft)r part-time workv 



SAHPLE PLACES OF WORK . . 

- Any lar^e office or business that keeps files or recordsi but especially} 
» Banks and finance companies ^ 



4699 RECORDS CLERKS? X<E.Ci 



These people co»pilei recoVdi filer or check infor«3tion needed for a variety ot purposes. 
SoM MopRers record inforMtipn on^insurance.pqlicies. Others ^heck school records to. 
whether students are eligible to Sraduatfii or so»e »aa count ballots and prepare offxcial 
records. Soae keep records of deliveries to custotersf compile financial recordsf witather 
chartSf oj train schedules^. 

SAMPLE WORK ACTIVITIES 

■ -■ ■' ■ ■ ' -. " ■/ ,' ■• ■ ■ ■ ■ ■ - - . ■ ■ 

~ Co»pute refunds on insurance policiegf usinsi 3 calculatorr addinsl Mchinef and r-ate tables 

- Examine students' academic records to see whether thes are eli|ible for araduation 

- Interview fishersien to compile infor»ation about tethgds^and fishinS locations 

- Count votina ballots and prepare official reports of election results 

- Compile records, of the nuiber of newspapers or HMazines delivered to each cita carrier or 

- Convert information obtained froi records and reports into codes for processing b» kenpunch 
t units ■ ^ . . 

- Keep records of suSSestions received b» a coMittee 

- Keep records of credit cards reported lost b« cu5to»ers 

- CoiPile inforiation about service calls to power co«pan« custoaers j * * ^ 
« Record inforSation about products to vbe returned to a ianufacturer because of defects or 

, - ^incorrect deliveries \, . . ^ . V.,, * * ^ " ^ 

- Sort foresr letters» checks* receipts^ end bills, for^filin^ or Milina . 

- CoiPile data to help a trust department in a bank settle estates and accounts that are- under. 

probate ■ 

- Compile records about stock and bond transactions ~ 

- CoiiPile daila. stock narket^Quotations . . _ 

- Prepare and keep records of savmSs deposits and withdrawals m 3>ank . 
/- CotPile records of Phone company Gustoeers'chanses of address and services 

- Record the time each train arrives and departs from a train station 

- Check 'the accuraca of insurance coipana records ■ . . . . . . . , 

- Keep record of toneai valuables* and other articles taken as evidence m criminal cases 

O '- Cotpile credit information. on PfMiple^ ^ _ ^ 

CD ir- Compile information on patientf? diets Tor use >a hospU^^^ . . 

•- Assemble weather charts and bulletins for use in making air fliUht plans 

***t 191 /Ga • 



ERIC 



- Collect iftilitarH ihtelli^ence ihtorisiion fro* mpsr charts? brief inSsr and reports 

- TdS and arfanSe articles for sale at an auction 

HOURS OF UORK/TRAVEL 

- The^e people work in a wide varietH of industries • Work hours and travel reciuireaents vary# 
However f iianu of these jjobs typicallbr involve i standard 35-*40 hoQr work week* 

. ■ ■ - _ ■' „. • ■■ ^. . . • ■ . . ' ■ ' ^. • rf , ' • _ ■ 'Vi. ■ , ^ ■ . - ■ • , 

' SAMPLE PLACES OF WORK • ' 

- Insurance coipariies - ' ■ 

- Schools r including coilede^ and universities * . • 

- Govercifient agencies - 

- Prifiitinsi and publishing conpanies - ' ^ 

T Retail stores . ^ ; ' " , ' 

- Li^hty heatf and power cotpanies . ' . ^ V 4 

- Banks and other^ financial institutions ^ ' - 

- Hospitals and clinics . ^ 

— Telephone companies --^ I , ' • . . K 

- Wholesale trade fir»s \ . - . 

- Airline coipanies v - ' < | 

- AnH industr*:^ - . . . V: v~ 



471 FiHANCIAL RECORD PROCESSING OCCUPATIONS 

These workers operate Machines that coHipute and record finanoi^l infotiation for a C0ipan9» 
The«^ msH operate Aachines that total bills? print invoicesf or check inventories« The!i taH run 
bookkeeping iiachines that account for Monies paid into or out of a fir«« Others operate 
payroll, iachines and coMf^ute wades for workers* Thew calculate weights and shipping rates? 
transfer securities? or fconpile financial records* 



471? BOOKKEEPERS AND ACCOUNTING AND AUDITING CLERKS 

These CLERKS coapute and record numerical data (infopation) to keep 5Hs of financial records 
coRPlete? current? and accurate* Theu keep business and account records and ia9 coipile 
reports that show all Monen received and paid out bs a fira* Theii work with business records? 
such as invoices? ledgers? vouchers? and bank balances* Theu use adding Machines? calculators? 
and other business tachines to total lists of fisiures and to coapute interest? Pawroll? or 
other figures* 

SAHPLE WORK ACTIVITIES 

- Audit time and Katerial charges on work orders 

T- Kee^ accounting records and prepare reports for banksi businesses? power companies? 

dovernitent offices? or other firis 
^ Keei> current records of funds on deposit in foreign banks 

- Check the accuracH of figures recorded ba other workers - 
Compile credit card data froi vouchers and coapute charisles and pa<^ients due 

- Compile reports for bank exaiinerf who audit accounts 

- Compile and iftaintain records of a fira's stock and bond transactions 

- Receive and process checks? drafts? and coupons at a bank 

- Keep records of nortdai^e loans in a loan fir* 

- CoiPUte the interest and principal paaients on loans ^ 

- Send checks? drafts? and other iteis to a clearinsihouse for exchanje and settlement with 
other banks, • 

Keep records of stocks? bonds? trust detdsir and •ortdades held be a bank ^ 

- Conpute ifiterest on loans? notes r and bonds 
O r Return unpaid checks to custoitrs or other banks so that accounts can ^bt adjusted and 

balanced 



Tot3l and balance checks received a bank ; 

- Keep records of dividends on insurance policies 

- CoMPile data-to fiisure the cost of lost or-daiaded 3oods carried by a railroad 

- Count and record the number. of bettinA^tickets cashed at a race track 
Calculate the weight of ships' cardo to canpile reports used in assessing tariffs 
CoiPile reports on the value of properties acctuired bn a hank through forclosufe of loans 



HOURS OF UORK/TRAVEL 



These clerks Generally keep rei^ular office hours* 



SAHPLE PLACES OF UORK 



Business firis 

- Schools- 

- Hospitals . 

- Nonprofit organizations 

- Governifcent agencies 

- B^nks and other financial fir»s 

- Insurance conpanies 



PAYROLL AND TIHEKEEPINO CLERKS keep records of the tines People work and the wa^es they earn» 
They add up uork hours froa tifesheets and other records and figure out the wastes earned by 
workers* They iay keep daily records of the ti*es workers arrive at and depart f roi work* 
They use calculators and postfn^ nachines tp coRPute and record hours workedr earnindsi 
o deductionsr net wadesi and other infomation* Then enter this and other itifdrftdtion onto 
record cardsj check stubsr and payroll sheets* 



SAHPLE UORK ACTIVITIES 



- Use a postini^ iiachine to record flii^ht tines and Rilai^e flo^n by flii^ht officers 

- Compile workers' tine and-production records ^ 

- Coipute the total tiie worked by etployees 

- Calculate the time worked and the units produced by piece-work Workers 

- Conpile payroll data frofttiMeSheets ahd other records to prepare coKputer input foris 

- Enter wdi^e data onto payroll records / ^ 

- Keep records of sick leave pay 

Keep records of ^oods produced by Groups of workers 
> Enter net wa^es on earning record cardsy checkSf chedk stubsi and Payroll sheets . 



4713 PAYROLL AND TIHEKEEPINO CLERKS 




HOURS OF WORK/TRAVEL 



Generallyy these workers have a standard 35-40 hour work week* 



SAHPLE PLACES OF WORK f 



- Any business or industry that ftust prepare payrolls 
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4715 BILLING CLERKS 

BILLING CLERKS prepare invoices or bills for doods and services provided to cusloners ba 3 
business or firi* Thea look 3t purchase snd shipping records id see what doods on services 
were delivered and then use price lists or rate tables to find the costs of these itens* Thea 
total the charges and prepare detailed bills to be sent out to customers* Thea also laa 
prepare reports on accountst 

SAHPLE WORK ACTIVITIES 

- Review bills of lading and other shippings records to find the aiount of Soods shipped 
-Tape the naiie of the shipper? and the weight? destination? and costs of foods' on foris 

- Keep files of iteis received tvom or returned to vendors >^ 

- Use an adding ■achine to total the costs of iSoods shipped to custoiers. 

- Record saviniss balances and loan inforiation onto people's bank Account records 

- FiiSure out the service charges for bank services 

- TvPe invoices that list the iteis sold? amounts duei credit teris? and d9te of shipment 

- Total and record the aiount of lonea collected on A COD route ' 
^ Prepare final bills for ■ailiniS to electric power custoiers 

HOURS OF UORK/TRAVEL ' ; _ v 

- Generallat these workers have a standard 35-40 hour work weekt 

SAMPLE PLACES OF WORK 

- Ana business or industra 

- Bank and finance companies 

- ManufacturiniS companies 

- Governnent . aiSencies 

- Public utilities 

- Railroad coipanies 

- Coftpanies that ship parcels pr freight 



4716 COST AND RATE CLERKS ^ 

These CLERKS cdipute costs and calculate rates for Sloods? services? and the shiPB^nt of ^oodst 
Thea studa vouchers? rate tables?^ billing Statements? and other records to coBPile inforiation 
needed to coBPute costs or rates* Thea use addinsi Machines and calculators to total lists of 
fii^ures and coBPute rates and charges* Thea iaa prepare charts? Graphs? or reports that 
describe their findings* v ^ 

SAMPLE WORK ACTIVITIES 

- Coiipile reports to aske sore that shipping coipanies are asked to pbb the correct hBrbor fees 

t CoBPare inforBation on stateBents? • Prepare reports of findings, 

records? and reports with a ship's # Inspect sheds and warves to 

Banifest ^ detertine. repairs heeded 

• Calculate the aBount of tariff? # Read service Beters to deterBine 

based on the. ship's ianifest charges to be Bade 

- Studa existing freight rates and tariff laws and recoBBend changes in the rate practices of 
an air-?' W3ter?~rail-? or Botor^f rei^ht coBPana ' • ^ 



ERIC ; '-y':/-::' - m''-^''^^ 



study proposals for, changes in 
r3l0s> rulesf or reiSulations received 
froi shippers or carriers 
Review existing regulations and 
decisions that dovern rates ^ 
Coipile rate-ianuaX sections that 



cover i teas such as handling costsi 
fuel costs? and classes of freight 
Prepare revised rate schedules 
Advise shippers and* carriers of 
revised rates « . 



- Provide rate inforitation to passengers traveling on lotor trips 



Talk with customers to aet 
information. on proposed trips 
Study naps to select and leasure 
travel routes 

Use a rate table to dather rate 



infor»ation based on type of vehicle > 
distance y toll costs? and other 
factors 

Coapute rates? qsinsS a calculator 



Co»pile and compute freight rates? passenger fares? and other charges for transportation 
services . 



Classify freight according to a 
rate-book descrip.tion 
Calculate and record storage and 
redelivery charges 



Answer tail or phone inouiries f ro» 
shippers re^ardind rates? routin^?^ 
packing? and other iatters 



Check and revise freight and tariff charges on bills for freight shipments 
Ffeview ^as or electric power rates to see if they confori to regulations 



Review Yeports and rate assignments 
for completeness and accuracy 
Review special rate accounts to 
determine charges that will benefit 
customers 



Compile information for reports on 
costs? revenues? and amount of gas or 
electricity used 
Draw graphs and ^charts that show 
changing trends 



Compute duties? tariffs? and weight and price information for imported or exported goods 

♦ Convert foreign money figures into 
U»S» money figures? using rate charts 

Examine vouchers sent to an insurance carrier by doctors and apprWe or disapprove payments 
Calculate the* amount of charges to be made for various types ^f iri^urance 
Count the number of words in telegrams and compute customer charge* 
Coupile production or sales cost reports for departments in a busifttss/ . . ^ 
Prepare reports of the labor and eauipment costs of loading andjifuoading ship cargoes 



HOURS OF HORK/TRAVEL 

COST AND RATE CLERKS generally keep regular office hou1*s» 
SAHPLE PLACES. OF WORK 



Water freight companies 
Air freight lines 
Motor freight lines 
Railroad freight lines , 
Light? heatf and Power companies 
ImPortMjport f i rms 
Insurance companies • 
Telephone companies 
Nonprofit organizations 
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4718 BIUINGf POSTINGf AND CALCULATING KACHINE OPERATORS 

* ■ ■ ' ; . ■ y ■ ■ ■ ■ ' " ' 

These people operate »3chines used ba fins to record inforistion? deteriine bills and 
inventories? and do Mth calculations* Soie workers prepare custbier stateients* The lichine 
then computes the balances and reouired paaients* Others record a fin's lonea latters on a 
bookkeeping Machine that calculates balances and produces suuara reports* In other jdbsf 
workers use addind machines or calculators to coapqte payrolls and invoices and do other 
statistical work* 

SAMPLE UORK ACTIVITIES 

- Sort documents to be posted? such as checks and debit items 

- Type on a bookkeeping machine to retord a firm's monea transactions 

-Operate a machine similar to a cash register to compute restaurant patrons' bills for food 
and ^evera^es 

- Compile and compute freiisht and passenger charges 

- Use a comptometer to compute railroad freii^ht charges 

- Operate a billinis machine tp prepare bills? statements? and invoices to be sent to customers 

- Copy information from office records 

- Post figures from adding machine tapes onto records 

- Use an auditing machine to add salres slip totals 

-Press keys and move levers to feed data into a calculating machine 
" Tend a machine that computes the volume of das flowind throydh a meter 

- Operate a proof machine to sort and record bdnk transactions - 



HOURS OF UORK/TRAVEL 



Most of these workers keep regular office hours* 
restuarants may work during evening and weekend hours* 



However? those who work in hotels and 



SAMPLE PLACES OF UORK 



Banks and other financial firms 
Insurance companies 
Wholesale and retail stores 
Hotels and restaurants 

Railroad and other transportation companies 

Firms that specialize in preparing bills 

Gasf lidht? water? and other utility companies 



472 DUPLICATING? HAIL? AND OTHER OFFICE MACHINE OPERATORS ^ ^ 

- These workers run machines that copy documents? calculate financial data? or perform other 
tasks in a business. off ice* They may run machines that collate information? process checksf 
calculate bills and print statements? count money? or emboss metal addressing plates* Workers 
must set UP machines ahd adjust the controls* They^^ may load the machines or feed such 
materials as paper? Slue? or coins into machines durind operation* 



4722 



ICATIN6 MACHINE OPERATORS 



These people operate or tend ecjuipment that can copy documents such as letters? billst 
drawindsf and invoices* The machines/ they use include mimeol^raphf stencil? and copyini 
machines* They keep the machines loaded with paper and see that they are set up for the propmr 
numbers and sizes of copies to be made* They also may collate the copied pa^es of lengthy 
documents? by hand or usina machine* * • . 
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SAHPLE UORK ACTIMITIES 



- Load paper into teed traas 

- Adjust nachines for speedf size of paperf and flow of ink 

- Keep records of the nu»ber of copies jiade 

- Place »aster copies on the druR of a duplicating iiachine 

- Use an offset-duplicatind ■achine to iake copies of charts f schedules and bulletins 

- Turn a handwheel and ink fountain screws to control the flow of ink in a copier 

- Select paper stock for colorr size? or thickness 

- Clean and file naster copies or plates 

- Lock paper in a claaPind fraie on a copaind fcachme 

- Write pade numbers or titles on copies of Brail le-eiibossed pades 

- Tend eauipment that photographs deeds f billsy and checks 



HOURS OF HORK/TRAVEL 

DUPLICATING HACHINE OPERATORS typically work fro* 35-40 hours per weekj^ during normal office 
hoursv 

SAMPLE PLACES* OF WORK 

Banks . 
Insurance companies 

Wholesale and retail stores . _ . . . ^ wn^- ^^ii^ m 

Fims that specialize in providing business services? such as preparing oillst Maiiins 

circulars? and copying and collating recotds and reports 

Schoolsr colleges and universities ^ ^ ^ x . i x u 

Any business or industry that reouires large amounts of ttaterial to be copied 



4723 NAIL PREPARING AND HANDLING MACHINE OPERATORS 

These workers operate and tend machines used to open inconing Mil ^nd to prepare bills and 
letters for nailing. So»e of the machines fold and insert enclosures* Others address? seal? 
and sta«p envelopes. The OPERATORS set ajp? load? and control these lachines* They also idy 
remove processed items froai the Machines and stack the** 

SAMPLE WORK ACTIMITIES 

- Operate a machine used to print addresses and code nuabers on envelopes? accounting forms? 
and packages ■ . ■ . V / 

- Position plates? stencils? or tapes in a machine I 

- Place artirles to be addressed in a loading rack 

- Adjust the flow of ink in a machine unit ^ 

- Use a wrench and pliers to set machine steps and seUctions , ^ ^ ' 

- Use a typewriter or embossing machine to make corrections on plates used to address mail 

- Keep files of addressing Plates . \ : . t. 

- Tend a machine that folds ads? forms? letters? or other paper ^sheeU ; ^ ^. 

- Turn knobs to adjust folding rollers? side guides? and stops in a folding sachine 

-Tend a ■achine that inserts printed matter into folders or envelopes > 

- Stack inserts into machine feedboxes 

- Tend a machine that seals envelopes ■ , ' ' ^ 

- Tend a machine that attaches address labels to ads 

- Remove labeled articles from machines and stack the* 

HOURS OF WORK/TRAMEL 

- Generally? these workers have a standard 35-40 hour week* 



PLACES OF WORK ^ \ 

. ■ ' ■ ' ■ ■ ' ■ ■ ■ ■■■ ' ■ ■ • ■ ' 

Banks . . \ ■ ■ • 

Insurance' cpipsnies ^ * ; 

Uhblesale and retail stores 

Firas that specialize in providing such business services as preparinis bills and aailiniS 
circulars 1 



4729 OFFICE HACHINE OPERATORSf M*E*C# 

These people operate special office iachinesf such as those used to prepare addressing platestv 
list and total bank iteisi asseible pa^es in ordery or sort and count lonevt Soie tend 
machines used to ftbunt nicrofiln onto cardsf or to sort and record checks<^ Then bbh operate 
one or nore aachinest Hanu of the aachines then use lust be set up for operationt To do thisf 
the operator nsH adJust settini^Sf aar£iinsf or other controls* Thet^ also.iaw load or fttd 
coinsr checkSf ^luey paper or other materials into the aach^ines* 

SAMPLE WORK ACTIVITIES 

- Operate a aachine to eaboss letterini^ oh aetal Plates used in addressing adchineS or 

f Adjust the plate carriage for the letterinsi tool in position 

size of Plate ♦ Pull a lever to lower the tool and 

V Read coPB to be eabossed eaboss the letters on the Plate 

♦ Turn «a handwheel to set the - 

Set autoaatic controls to space lettersir words?* and lines 

- Tend a aachine that asseables pa^es of printed aaterial in nuaerical order 

* Adjust controls that re^^ulate the holding trans 

stroke of a paper pusher * Start the aachine and teaove 

* Place pages to be asseabled in asseabled pades 

- Tend a aachine that aounts aicrofila onto file cards 

♦ Insert- rolls of aicrofila into the ♦ Pour specified aaounts of illue into 
aachine ' * the hopper 

> Fill the aachine hopper with ' ^ Start the aachine and watch it ^ 

presorted cards operate 

-^ Operate a aachine to sortr recordy and prove checks frda out-of-citij banks 

• Sort checks j» drafts and credit , , 
letters according to bank - 

♦ Endorse checks and other i teas bu ^' - , ' 
hand or aachine 

- Operate a aachine to^list and total iteaV to be collected. froa banks 

f Hake copies of transit letters and / 
out^oin^ checks 
' f List transit iteasr usin^ an addinii 
aachine or calculator 

■ #^ ■• ■• • ; ■ - ■ • , ■ . . - ■ ■. . . 

- Sort and count paper aone»> usin* a aone»vCounter 

- ' ■ . . ' ' . . ' . ■ , ' ' ' , ■ . ■ . . ' H'. 

« Check aoney for fake or worn bills aachine ai^ainst the aaount of deposit ^ 

* Sort bills according to their value reportedi using an adding aachine 
and insert thea in the aachine * Bundle and wrap counted aonew 

-f Check totals registered on the 

- Sortf couhtf and wrap coinsf using various machines 

f Feed coins into the hopper of a - counted aonew 

machine that counts and bags thea * Wrap coinsy using a coin-'Wrapping 

» Reaovef sealr and weigh bags of aachine 



O * Tend a tachine that separates^ triasi and addresses receipt foras 

ERIC „ 
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« Adjust the R3chihe to address the 
foris and ^tFdrate them for usilih^ 

♦ Check processed forms for jcorrect 
^r irfttin^lrHrimintTTa f "^n^^^ 

» Change machine ribbons 



- Generally OFFICE HMHINE^ oreRATORSkeejp^ regular off ice hours* 

SAHPIX PLACES OF ^ v 

Bank& and other financial institutions 

- Businesses of fice^ / 



472 COHNUNICATIONS EQUIPHEHT OPERATORS - 

These workers ma» send or receive messages by telegraf'hr tele^^^ radios cir teletyi»e* Theu 
»3tf receive messages from alarm systems or transmit uireFhotosi The^ ma^r nork. as switchboard 
operators! helping customers and clients make ealls or arranging conferences! Others mau send 
or* receive coded messagesr transfer large suife of money by wire* or direct the transfer of 
materials^ such as petroleuir ^to diistributors* vr ^ 



' 4732 TELEPHONE OPERATORS 

These f^eople operate telephone sMitphboards to connect callers* They listen with headsets and 
use pushbuttons^ dialisi or "special plugs to connect phone lines* Most work in telephone 
central off ices or large businesses^ A few ^ork in police stationsf military basest ^ telegraph 
of ficesr airports f or operator training centers* Those who work m telephone offices help 
callers reverse charges* find phoAe numbers r arrange conference calls* and contact help irv an 
emergency* They also record bilUri|g info riatio^^^^^ 

SAMPLE WORK ACTIVITIES 

- Operate a switchboard to put through long--di stance calls / ' ^ ' ^ 

- Watch signal lights* plug cords into a trunk-uack* and press buttons to connect callers 

- Put tickets into time-stampin^ devices to record the times that toll calls were made 

- Look at charts to figure out the charges for pay^phone calls 

- Send messages on private telegraph wires or phones 

- Receive and send police messages 

- Call for ambulances or fire trucks* when reauested 

- Operate the communication system at an airport ^ 

- took MJ* Phone numbers for callers 

- Put through calls between off ices in an business center v 

# . • ■ ■ ■ \- " 

HOURS, OF MORK/TRAVEL 

- Many TELEPHO)£ COMPANY and ^tNESS OPERATORS work between 35 and 40 hours a week* often 
during regular office hours*' ■ 

^ TELEPHONE COMPANY OPERATORS and OPERATORS in hotels* hospitals* and other places vhere^ Phone 
service is needed on a 24'-hours basis* of ten work on shifts and on holidays and weekends^ 

- Some OPERATORS work split shifts tthat is* they, are on idaty during the peak calling periods 
cs in the late mornings and early evening ind have txme orf in betweent . 

^ Some OPERATORS work only partHimt* ; 
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SAHaE PUCES 0F WORK 

- Telephone and tele^reph cotpahies 

- Hahufacturin^ fir«s 
Hospitals 

- Departient stores ' 

^-^usinesses that have a larSe nqtber of phones^ 
Kilitary services 
-Airports 

^ Goverhnent ad«ncies 

- Police stations 



4733 TaEBRAPHERS ' 

People in these Jobs operate telegraph eeuipient to send and recfifive sijinals or ■Ksaiies for 
custoKers or^ businesseSt Sofe^ use special typewriters to transfer^ bank funds and/securitiesi. 
Others use 'teleiiraPh keys and teletype iachmes to send and receive train orders and ftiSMMSt 
They soAetmes send and receive Messages in codet Hany of the&e Morkers perfori clerical or. 
other of f ice duties in addition to sendinid and receiving »essdMest r 



SAMPLE WORK ACTIVITIES 

- Type f codet and decode ftessa^es" 

Use 3 tele^rap,hiO typewriter to transfer bank funds 
Keep records of bank funds'trahsferred 
^ Read incoiin^ Messages to .see if they contain errors 
^ Paste Messages on a tape ffttachnent to trans»it the« 
^ Press telegraph keys to send nessades in Horse code 
" Sell train tickets and forward baiUaie and freight 

- Notify waterway officials of accidents and distress calls 



lipURS OF UORK/TRAVEL 



- TELEGRAPHERS who work at train stations or telegraph offices often wbrk during niihts and 
weekends fAltiOf they often work on ^hiftst , ^ q 



SAHPLE PLACES OF WORK 



^ Telegraph coMpanies 

^ Railroad yards and stations 

^ Government agencies 

- Banks and financial institutions 



4739 COMMUHICATIOHS EQUIPMENT OPERATORSf HtEtC 

These people send and receive »essagest They work in diverse settings and use different kinds 
of eauiPientt^ They fay operate a switchboard! radiof alarii or wirephoto ttachinet Sow relay 
»essa^6s to direct the flow of oil to and f roM an o:l1 Plants Soke provide telfphone answerint 
services for clientst -Softe.listen in^on the business calls of phone conpany workers to Kike 
sure that correct and courteous service to bein^ Mivent So«t wire photos to newspapers t Soet 
operate alari systeis to send and receive nes^aiies about fires or intruders* 4 



SAMPLE WORK ^ICTIVITIES 

Send ftessaaes between the central off icey pipeline; 
distribution plant 



teriinalsy and puipina stations of an oil 



r Use a switchboard to relay aessades 
to direct the flow of oil and gas 

» Sendf receive and post infomation 
on oil stocks 



• Recleive reports of the putping 

scjiiedules 
» Type .reports and i;ecords and keep 

files 



Operate a switctjboard to provide a telephone answering service for clients 



• Place Phone calls for clients in 

eneraencies 
« Date and keep f^les of nessages^ 



♦ Greet callers and give the client's 
naie or phone, nuiber ^ *7"^ 

• Record and deliver ■e^sSges? give^\ 
out inforiatiom apd^ relay calls X 

Listen in on phone calls between telephone operators and custoters to see whether proper 
service is b^fig^tiven \ - ' ; ^ 



♦ Plug the^ he^dPhonfes into the 
switchbodTdf listen^o conversation f 
.and re^brd errors . 
Give the list of errOrs^ 
supervisors for action 



X:' 



Operste a wirephoto Machine to send news photographs to newspapi&r^s and Magazines 



♦ Insert photographs into a camera 
chanber that has a device which scans 
and transnits photographs over 



telegraph wires - 

AdJOst dontrols to regutate<4he--* 

processes of the Machine 



Operate a fire alar» syste«f radio transiitter and switchboard to send and receive ■essages 
about fires » 

/Use a radio to ndtify the fire 
department 

• Send Messages from the scenes of — > 
firesr such as reauests for More help 
and Medical aissistance 
» Record the datei tiMei and type of 
call received dt sent* 



» Receive incofting fire calls by phone 

or alara systei 
• Question callers and look at the 

city wap to see if the fire ism the 

service area ^ ^ 

» Deterftine the nuaber of units needed 

to respond to the fire 



- Keep files of fire calls ' ^ ^ Vi. 

- Read and record coded signals received by a security-signaling systea 



Interpret coded signals received on 
the signal board 

Report alarms to the police or fire ^ 
department . 



• Record changes in customers ^ opening 
and closing schedules 

• Prepare daily activity reports 



HQURS OF WORK/TRAVEL * \ 

. . * - , ■ ■ ■ 4 ' 

Many of these Jobs may reouire evening and weekend work* 
SAMPLE PLACES OF WORK 



Gas and oil pipelines and distribution centers 

Firms that provide business services! such as telephone 'answering 

Telephone companies 

Newspaper and maga:;rine companies 

City and State law agencies ^ 

Local fire departments 

Any business that operates its own security alarm system 



474 KAIL AND MESSAGE DISTttlBUTI^NG OCCUPATIONS \ 

' \ ' \ 

Workers in these occupations handle »3il and other »essa$es» The» iatf work in Pdst offices 
selling staRPSf sorting nail? or answering customer Question^* So»e deliver tail to private 
hoaes and businesses* They sort lail and carra new »ail back to the post office* In private 
industry and doverntent adenciesi sdte workers sort »ail that has been delivered* They open 
itf staap itf and route it to the appropriate Placet Sote workers deliver Bail? packadesf 
tele^raiSf and sessades between businesses or individuals* 



4742 POSTAL CLERKSf EXCEPT MAIL CARRIERS * ^ 

POSTAL CLERKS process tail in local post offices and larde tail processing centers* Most 
postal clerks/^sorto Bail* they separate incotind and out^oin^ nail into Groups of lettersr 
na^azline^f parcels? and newspapers* They also feed letiers through statP-cancelin^ machines 
and sort tail by ZIP code for delivery or routins* Sote work at public counters selling 
staiPSf post cardsf and stamped envelopes* They also ra^isteri insure? anii weight tail and 
cottPute the cost of nailing iteis* A few ^ive tests tq POSTAL CLEftKS* 

SAMPLE UORK ACTIVITIES 

- Sort incoiiind tail into slots or bads? according tqf where it is ^oin^ next 

- Feed letters into an electric canceling machine 

- Move wail froi place to place in a post office 

- Give tests to postal clerks to see what they know /about citdi state and regional a<jdresses 

- Sell postage stanpsy post cards? and staiped envelopes 

- Issue noney orders / 

- Pl^ce nail into slots? according to addresses? or naaes of Persons 
" Ueidh parcels on a scale and coipute the «3ilin^/cost based on weight and destination 

- Fill out foris for coipjaints. about nail service 

- Answer people's Questions about nail regulations 



HOURS OF UORK/TRAVEL 

" / ' . ■ ^ • 

- POSTAL CLERKS who sort nail nay have to work at ni^ht or on weekends? because nosV lar^e post 
offices process nail around the clock* / > * 

- POSTAL CLERKS who work at counters rarely have to work at nights? but nay work oh Saturdays* 

- Sone POSTAL CLERKS work on a part-tine basis* , 
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SAMPLE PLACES OF UORK 
- The US Postal Service 



4743 HAIL C^RIERS? POST OFFICE 

MAIL CARRIERS walk or drive over Pl/nned routes to deliver and collect nail* In the early 
norninds? they Pick up their nail at the post off ice and arrange it for delivery* They then 
deliver the nail to places algn^ .their routes* They also collect Posta^e-due and del ivi^ry fees 
for registered? certified? or insured nail* Uhen they have conpleted their routes? they return 
to the post office with the nail they have fathered fron Places aldn^ their routes* They also 
turn in nail receipts and fees collected durihd the day* 

SAMPLE UQRK ACTIVITIES 

Drive a nail truck to deliver nail in a county area 40 
Pick UP nail fron roadside niilboxes 

■ 202 , 



InstH Mil into slots of 3 Mil rack to sort it for delivers 

- Arrsnate Mil for delivery according to locations alons the route 

- Collect Mil fees f ro» people and have thee sian receipts for Mil 

- Enter chanties of address ia a route 1)ook / 

- Readdre^s Mil to be forwarded 

- Ireliver ^ackaties to businesses and hoMs 

HOURS OF WORK/TRAVEL 

- Hosr'^Ajr CARRIERS begin work earls ir\ the wrninS in sbie cases as earls as 4 if thes 
have routes in the business districtt' 

- Soie KAILXARRIERS work on a part7ti»e basis> 

^AHPLE /PLACES OF WORK ' ' " , 

" The US Postal Service ■ ' 



4744 HAIL GLERKSt EXCEPT POST-OFFICE 

■ • t ' • ' • • - 

These CLERKS prepare incoiins and outgoing Mil for distrifautionf When letters are received in 
an office* thetf st3»p thee with the date and then open> readi and sort the»» Thes sort Milbs 
destination and type? such as •billsS "orders"? and VasMnts"* Once the Mil is sorted? thes 
route it to the proper person or office for handlings Thes also pr^are outgoing Mil bs 
sealing and stamping envelopes and packages* Thes Ms keep records of letters received and 
sent out* Thes also ms use Mil preparing and handling Mchiiies to process Mil* 

SAHPLE WORK ACTIVITIES 

- Sign receipts for Mil and record when it arrived \ 

- Open and sort Mil and staup it with the date^it was received 

- Tape routing slips ■ .. . ^ \ x \ 

- Record the naMS of people who sent letters to transfer stocks 

- File records and receipts for stock transfer .orders^ 

7 Mail letters^ ads? and saiPle goods to possible custoeers 

- Open envelopes bs hand or eachine. , ^ ^ . ^ ^ . ^ ^ * 

- Headdress Mil that cannot be delivered due to incoeplete or incorrect addresses 

- Keep a ledger of ttitil received and distributed 

- Take outgoing registered Mil to the post office 

-V Operate a Mchine that addressesi weighsf and bundles pagazines or catalogs fdr Milling 

HOURS OF HORK/TRAVEL ^ . ' . y ' : ^ \ 

- 6ener3ll«f these workers have a standard 35-40 hour work weeki duririd reaiular office hours* 

SAHPLE PLACES OF WORK 

■ ' ' ^ ' ' ' ' . ■ ■ ' - " • 

- Coapsnies that print and publish iteis such as aatfazinesr catalotiSf.ihd paaphlets 

- Financial institutionsr includins banks and trust cm^anies* ■qrtaaie associationsy savintfs 
and loan companies* broktrases* and exchanges : 

- Wholesale and retail co»paniBS and stores " . , ■ ' 

- Ana business* fir»» or industry that sends or receives larjie aaounts of ■ail» 
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4745 HESSENiSERS 



HESSEN6ERS run errands and deliver letters* Pdcksi^esi and Msssdes honest between 
depdrtaentsf or to other businessest Their work duties depend upon the Job^t Sone deliver and 
Pick UP aail in a bank or businesst Others deliver telestrans or packai^es to honest In som 
Jobs theii aas furnish workers with clerical supplies and deliver nessasies between offices* In 
other Jobsi then sort and hand out Mil* file articles and records? and do other sbbII tasks 
that aake office work move SMOthlVt 

SAMPLE WORK ACTIVITIES 



- Phone railroad workers to tell then when to report to work , 

- Qather checks and lei^al docunents froB departnents in a financial firn^ ^ 

- Deliver checks and securities and^et receipts for the» ' 

- Deliver and pick up nail inside a bank 

- Drive a car to pick up and deliver itens 

- Deliver nessai^eSf teledransv and packages to businesses and private hones 
Walkf ride a bikei or take a cab to deli^ver itens 

- Opefir sort f and hand out nail in a business office 

- Collecty sealf and st^BP outdoing nail 

- Mark and file articles and records ^ 

- Deliver ads for an advertising adencH ' 
Take iteas to^and froi offices in a buildini^ 

- Insert iteifts m a carrier and route then through tubes to different locations 



HOURS OF "WORK/TRAVEL ^ 

Generality MESSENERS have a standad 35-40 hour work week # 



SAMPLE PLACES OF WORK 

- Printing and publishing firnsy such as newspaper and nai^azine coiiPanies 
*- Banksy stock broke raises y and other financial firas 

- Railroad coBP^nies • , 

- Motion picture studios — _ 

- TeleiSraph offices 

- Ant officey businessy or adencs that Bust send lettersy nessadesy or Packages 



475 MATERIAL )tEC0RDIH6y SCHEDULINOy AND DISTRIBUTING UERKS 



These workers keep track of naterialsy eauipaenty and work schedules* SoBe work as inventors 
clerksy receiving and dispersing ^oods and eeuipaent froa storerooist .Soae control the flow of 
work or materials between co»pan«i departkents or dispatch materials and workers to work sites* 
SoBe work ,as aeter readersy materials' checkersy saaplersy or exp^editorst THet check doodsy 
leasure use of products y or insure that production or ^service work runs sioothli^t 



47S1 DISPATCHERS 



•DISPATCHERS s^nd out worker&y aaterialsy and eeuipnent as reauired b!i work drders* The«i review 
work order^and schedules and notify workers of repair or other W9rk needed or materials thai 
should be deliveredt Thet ttat talk with departaent supervisors to find out hdw work is 
pro^ressin£r and coBPile reports on the Proi^ress of work* DISPATCHERS also keep records of work 
prders received and relasedt DISPATCHERS work in lans different settiniis^ and Jobs* HanH have 
other duties in addition to those described* 



SAHPLE ACTIVITIES 

- Schedule tiies' for cars to be Tepiirtd 

- Notify ^sraaie workers to deliver cars / 
Prepare work orders and send then to service crews 

- Schedule service calls / 

- Send out service crews to repair phone lines or ilas eains 

- Gall custoiers to see if they are pleased with repair service work 

- Keep rtecards of service calls and work orders • 

Use a radio-telephone to dispatch orders and relay Mssasles . . 

- Take phoned-in reouests repair work and relay the reauests to a eaintenance crew 

- Order supplies for repair workers . * 

- Dispatch ship Pilots to ships enterinS or , leaving a port 

- Notify security Guards of work assiain»ents ^^^^ 

- Issue eQUiPinent to Guards j 

- Broadcast orders to police radio patrol units ^ i 

- Keep records of the nunber and types of railroad ensiines available ■ 

• Select tusiboat captains free a roster and notify thee to report to work * 
Dispatch lona-dislfance buses accordinsi to a schedule ■ - * , n 

- Send taxis out to people who call and i^eauest thei 

^ Send workers out to repair roadways and other structures 

HOURS OF WORK/TRAVEL 

- In eany Jobs f DISPATCHERS lay be asked to work evenind or nisht shifts* This is ;»articulerly 
true in utility f taxicabi and tfansP43rtation coapanies and in police departientSf. where 
DISPATCHERS are needed 24 hours a day* ^ 

SAMPLE PLACES OF UORK 

■ . ' ' • ' . • . . . ■ ■ • 

- Liahtr heatf and power coiPdnies 
Telephone coipanies and telegraph coipanies 
City 'or county waterworks plants 

- Service ^araSes 

- Gas cottpanies ^ 

- Police departnents i 

- Taxicab coiRpanies 
-Industrial plants 

- Shipping and other water transportation coipanies 

Railroad and bus lines ^ , . * 

lies that provide security Guards and services 




RODUCttON iMlTTbAHHING CLE^^ 



These workers plan and schedule work activities in a business ^<K;.insure that production or 
service schedules are iet* they estieate the nueber of workefs^adaeount and types of 
laterials needed and then arrande for thee to be provided* They schedule w8rket|^tiiief ^relaw 
work orders and schedules to departaentsi and ^coiPile work reports^ They alsr iaw^cQorditnate 
flow of eaterials and eouipient between departeents* "^^^.^^ 
' .' . , ' - ■ ■ ''^ • . ■■ ." 

SAMPLE iWRK ACTIVITIES 

- Plan and schedule work activities to lake sure that production or service schedules are set 

- Study blueprints or drawings to detereine the type and aeount of eaterial and eouiPMnt 
heeded to eake products ^ • \ ■ ; • , ■ - ^ . , 

- Review production schedules and talk with departeent supervisors to detereme the eater i#l 
reouired • 

- Prepare production schedules for products ^ ■ • , ^ - \. 

- Study production schedules and staffing tables to deteriine the nueber of no rXers reouired 

- Notify workers of their assismeents ; ^ • 

^ Adjust schedules to eeet eeerMencies caused by increased production deeands 

- Arransfe for iaterials to be transferred between departients ' 
Coordinate the activities of workers in various departeents a q 
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- Schedule the flow of work between depsrtients to naintdin production schedules 

- Review dsilH records of activities! records of laterials received and usedf and reports f roii 
various workers >- 

- Prepare and tape reports ^ 

- Schedule work on ^araents received for alterations at a retail stare 

- Prepare schedules for the maintenance of ailitara eouiQient 

- CoBPile weekly assi^nnent scheduler for workers in the production departient of a plant 

- Cdiipile schedules for an advertising a^enca to take sure that artworky, cop^f and layout^s are 
prepared on schedule • 

-Schedule due dates for work in a keypunch department # 

- Determine the flight tiies of airplanes 

- Prepare sehecfules for bus' or streetcar lines c , 

- Gather parts reouired ^o complete electric units 

- Estinate the labor and Material costs of printing and binding books y panphlets and other 
printed matter 

- Relau scheduling infornation to workers on a car assenbla line 

- Advise railroad repair shops when locoBotives need an oil change ' 

- Compile duty rosters for air flight crews . 
" Schedule work for a train crew and keep their tine records 

- Assign taxi cabs to taxi^ drivers and keep records of their assi^nnents and trips 

- Keep records and reports of tests 'perforned by power company crews 

HOURS OF WORK/TRAVEL ' 
(No Information} . ' 

SAHPLE PLACES OF yORK - 

-Manufacturing Plants - \ 
-Railroad companies 

- Airline conpanies / ^. 

- Trucking firms 

- Li^hty heaty and power companies 

- Construction companies 

- Retail trade stores 

- Printing and Publishing companies 

- Photof inishina Plants 

- Oil companies 



4753 TRAFFICf SHIPPINGy AND RECEIVING CLERKS 

These workers keep track of all shipments of ^oods leaving or arriving at a place of business* 
Before ^oods are shippedy they check to see that orders have been filled correctly* they may 
fill orders 'themselvesf by obtaining ^oods from the stockroom and packa^in^ them for shipment* 
They also may truck j^oods to the loading dock and direct their loading* They check incoming 
shipments to iake sure orders have been correctly filled* They keep records of incoming and 
outgoing shipments and may arrange for adjustments when ^oods ai^e lost or damaged* 

SAMPLE yORK ACTIVITIES 

- Record information ^about incoming and out^oin^ freights such as destinationy sending 
"^^©R^rtmenty and charges 

- Reatf^shiPRio^drders to determine the amount and type of transportation needed 

- Contact car ri&rs-tcLwake arrani^ements for loading products * 
-^Ship customers' parcels byurailwau express 

- Weiah parcels and refer to T^ate^-ohiu^ts to compute charges 

^ Sort parcels and place them in bins^lff^ckAi^accdrdina to. their destin 

- Check the identity of freight ears entering a railroad yard to be loaded 

- Keep records and prepare reports on the amount and value of fuel oil bou^hty receivedy 
* stpredy and used in electric^i^eneratin^ Plants - 

- County wei^hy or measure items to be shipped 

- Stamp or ^lue ^hippin^ instructions on crates or containers 

Place materials into envelopesy boxesy or other containers to Be shipped or mailed 
^RJC* Book freight shipments on boats or ships 



- Sort orders tor fil» processin!f and route the» to processing units , 
Receive articles returned bn custoeers and route for repair 

- File copies of invoicesr cost estiMatest and letters froi customers 

- Unpack and exanine incottinM shiPtents 

^ Reject daaaged iteis and record shortages 

Route inco»in^ sloods to the proper departwents 
^ Book freight shipments on boats or ships 

- Count cattlet hogsf or sheep as then are unloaded froe trucks in a stockyard 

. : - ■" * ■ ^ . . • . ■ ■ • "■ 

HOURS UORK/TRAVEL ^ " - 

■.. ■ . ' ■ . ■ ■ * ■ ■ ' ^ ' ' ., ^ • , . ■ - ■ ' 

- Ni^ht work and overtinef including work on weekends and holidays^ aav be necessam when 
shipeents have been delated or when laterials are needed on production linest 



SAHPLE PLACES Of WORK 



FactojP^i^s 
Wholesale houses 
Retail stores 
- Warehouses 



47S4 STOCK AND INVENTORY CLERKS 

STOCK and .INVENTORY CLERKS receiver unpacks storey and issue goods and Merchandise » Then 
control the flow of supplies in and out of stock rooftS> Theu report daeaged or spoiled goods* 
keep track of the nueber of iteis in storage r and reorder things that are in short suppIb* 
Then also iia» check the itees for aualit^ .and aiountr and soietiees aake einor repairs or 
adJustftents<^ Sonetiaes the^ label t packi cratet or address goods for deliver«:f« 



SAHPLE WORK ACTIVITIES 



RfMreivef store r and issue itens such aM 

f Ad iiats used in printing newspapers 

• Hovies]F filMsy slides^ and 
videotapes kept in fil» librariif 

* Explosive Hater ials used at a ^ 

^ f actorny Mine or building project 

• Spare parts ysed in a repair shop 
t Tool and eauipaent used ifji an 

industrial plant 

* Linens and unif ores kept in supply' 
b9 a hotelfclinicr or hospital 

^ Iteis kept at a lovie studio prop 
room 



EauiPiienty tate rials y and supplies 

at a warehouse or storage vard 

Supplies aboard n ship 

Bread and bakerw products to be 

delivered bw route drivers 

Foodstuffs in a storerooi that 

furnishes 3 kitchen 

Clothe saiples used to show custQHers 

fabrics that are available 

Athletic supplies used bn a sports 

teat - 



Coftpile reports of stock on hand and the kind and aiount of itees sold 

Coepile infornation froe shipi^ing and receiving paperSf ordersy contracts* and accounting 
records 

Post inforeation to ledgers or other records 
Order stock as needed 

CoiPile records of the aeountr kind* and value of goods on hand 

Prepare reports of inventories* prices and shortages 

Obtain parts f rot the stock rdoe and give Ahe* to workers 

Record the atount* size* and stwle of parts handed out to workers 

Copy code nuibers onto work tickets to show where taterials are located 

Direct workers to weigh or count stock^and record the atount received 

Fill custoters' tail and phone orders for terchandise 

Fill orders for satPle products for sale workers or custoters 



HOURS OF WORK/TRAVEL 
(No Inforiation) 

SAHPLE PLACES OF WORK 

- Fsctories 

- Uarehouses 

- Wholesale f iris 

- Retail stores 

- AitUnes^ . 

- Goverraent aMencieir . 
Schools 

- Any^orianilatL^ keeps larise aMunts of lioods on hand 



4755 HETEft READERS 

METER READERS do to hones and businesses to check Mters that^ reaister the 3»owjt »f 
electrSitSf steaSf dast or water used by custo«ers» Thf« record tht ajioont usedr and then 
chSr SSch forf 3^d report any daw^e to the meters. Theu mh walk or drive^ a truck^ alonS 
thJir StsiSned roStes to readings. The« also m» collect overdue Pa««efitf trot 

custQ«ers and stop service when bills retain unpaid* 

SAMPLE WORK ACTIMITIES ^ ^ 

- Walk or drive alond* an assigned route to take readings of ieter dials attached to hoies or 

- CheciE •eUrs'^and their connections for deffcts» daMgef and improper u 

- Fill out fort used to hote and describe meter data^e , iu-.*« 1,411^ 

- Brn off custoiiers' electricity or water, when they have noi paid thexr bxlls 

- Collect payMnts for bills that are late^in beindl^paid ^ , . .-I* . ^^.^A^k^* ' 

- Return le™^^^ the business office so thew can be used xn bxUxni custoiers 

HobRS OF UORK/TRAVa 

- METER REAKRS generally have 3 standard 35-40 h^^ 

SAMPLE PLACES OF WORK 

- Liahtf heaU and power coipanies 

- Water coipanies 

- iSss coipsnies 



• 4756 WEISHERSr MEASUftERS* AND CHECKERS 

These people check, weiahi leasure, and count ■ateritlsi products, or eduipientjnd record 
infortation about the«» They also lau coipute the costs, valuei or^.size ,of iteiis. ^.This 
inf or'ition mS be used for billini, oualits control f or Production and fasroll records^ These 
JeopirJork in 3 VarieL^o^ Jobs and settlnMs» Som weiih SarbaSe, check aircraft parts* score 
testSf check shiPMnts of ^oodsf or tiee TV news reports. 



SAMPLE HORK ACTIVITIES 

" Check uei£lh-in isrkinsls on tobscco units snd record their ID nuibersr sfrsdesi and ueiilhts 

- Estiiate the size of loads on 3 truck enterinsl 3 duip and collect fees b3sed on the sizf of 
the l03d 3hd the natefial duiped 

- VIeislh incoftind r3w cotton 3nd coipute 3nd record dinninsl chsrsles 

He3sure e3ch bo3rd in 3 st3ck of luiber 3nd coipute the tot3l foot3£fe of the st3ck 
* Re3d tickets 3tt3ched to bundles of towels 3nd record the nuiber of bundles ur3pped bn each 
worker ' - ^ 

- Record the H3rd3dei weisfhti 3nd lot nuiber of processed cloth . 

- Use 3 weidh sc3lei counting device 3nd tallH sheet to 3dd up the 3iount of raw i3teri3ls such 
3s fishf field cropsi or steel ingots 

" Weidh S3«ples of products before 3nd 3fter W3ste is reioVed froi-4j;hei 

- Compile records . of the 3iount> kindr gpd condition of' carsio unloaded f rot a ship 

- CoiPute the cubic feet reeuired to store cardo abodro a ship 

- Wei:3h and record the wei^t of filled containers and the C3r£lo of lo3ded vehicles 

- Record the 3ftount of su£f3rc3nei cloth y 3nd tobacoo received for shipping ^ \ 

- Check to m3ke sure th3t P3rts listed on P3ckin£f 3nd lo3diniS sheets are 3bo3rd 3ircfafts 

- verify the conditionv V3lu6y and t*ipe of articles bousfhtf soldi or produced 3S3inst records 
or reports > V v 

- Me3sure ,t3nks to deterikine the 3iount of liouids theH C3n hold 

- CoiPute the cost of 3ds9 b3sed on their size? d3ter and position in a Publicaitiqn 

- Use 3 scofind machine or key to ^r3de 3nd score aptitude or abilitu tests 

- Use 3 stopw3tch to tine radio or TM coiierci3ls 3nd public service 3nnounceiients 

- Weislh 3nd »3rk the price on produce in 3 self-service £frocerH store 

HOURS OF WORK/TRAVEL 
(No Inforii3tion) 



SAMPLE, PLACES OF WORK 

CoApanies that h3ndlef producer sell or receive iteis such 3St 

• A£lricultur3l products « ^ .» Knit doods 

. Su£l3r . * ♦ Leather products 

# Tobacco t Aircr3ft 
f Textiles 



Shipping co«P3nies 

Coap3nies th3t dive 3nd score psHcholo^icsl 3nd other tests . 

Any business of industry th3t keeps records of ite»s shippedf received! producedf or 

processed 



4757 SAMPLERS 

•'• . . " ■■ 

SAMPLERS collect S3iples of products or i3teri3ls to check thei for defectst send the* for 
testindf or 1311 theik to custoiers* They often lark and file the saiples for later use in 
fillin^^ orders or preparind reports^ Sote check products to see if they »eet custoier 
specifications* These Jobs involve work with such products as paper i crude oilr phone 



ectuipftdhtf clothf ttilkf 3nd rsw cotton* 



SAMPLE WORK ACTIVITIES 



- Cut samples of P3pep products to cert3in sizes and laitk thei with custoier order nuibersi 
b3tch nuibersf 3nd drade 3nd color of P3Per ' 

M3il S3iples of paper products to custofters^ 

- Coipare blueprints of products with orders received f rot customers to ■3ke sure products teet 
specifications 

- Contact custoiiers to find out whether products were delivered 

- Take saRPles froi the topi mddlei and bdttot of a tank of^ crude oil 
rnir-"* ffi^t oil samples into bottles and send thet to 3 lab for testing 
LryiL reports that^diseribe the findinsis of tests on crude oil 

209 



Exaaine returned iphone eQuip»ei>t to see it it can be adapted for use ^ . ^ 

Cbeck cloth samples counted in books to take sure they natch the color and weave of saiples 
approved by custoners 

Collect kilk samples fro» far«Sf dairy plantst and tank trucks for lib studies 
Pour »ilk samples in sterile bottles and. weidh then on. a scale . 
Renove- samples of cotton^rpi bales to classify the* . 

HOURS OF HORK/TRAVEL 
(No Inforiiation), 

SAMPLE PLACES OF UORK ^ ^ 
Industrial fir»s 

Carpet and ru^ aanufactarers ^ ^ , 

Textile, iills and outlets i . ' 

Coipanies that nake electrical eouipaent ^ - 
Companies that nake or distribute paper products , . 
CoRpanies that sell agricultural products ^ i : 

Fins that Provide business services 



4758 EXPEDITERS 

EXPEDITERS try to s^e to it that production or service work runs sMOOthly and ^qbds are 
delivered on schedule* They keep production recordsr write special . orders r and perform 
services' for customers* Sole check work schedules arid orders to see what •aterxals^will be 
needed ahd infor* supervisors of the locationr availabilityi and condition of Rateriils« 
Others decide the order in which ite»s will br »ade or repaired! cOttPile reports on the 
proi^ress of Job ordersr contact vendors to take sure supplies are shipped on txae» 

SAHPLE WORK ACTIVITIES 

- Review production schedules and work' orders to see what lateriais at*? needed to Process 
orders ^ • ^ 

- Check inventory records to see what ■aterials are on. hand 

- Direct workers to Mve materials to work areas 

~ Record the type and atdunt of materials sent to work areas ■ \, - 

- Place items late in beinS processed at the front of a production line 
r- Compile Production reports . . ^ ' t.- ^ 

- Phones visitf or write to vendors to make sure^oqds will be shipped on time 

- Arrange for workers who travel to Set food service and transpoi^tation 

- Arrange for ^ifts to be wrapped ■ ■ 

- Take orders for Sreetina cards i decorated cakesi or cut flowers . 

- Arrange for defective ^Ood^ that are covered by a warranty to be replaced 

- Keep records ot items in layaway 

-Approve customers' checks . 

- Resolve customer complaints i and reouests for refunds and exchanses 

- Phone people or businesses l^o tell them-air freight has arriveo 

- Oversee the loadins^^ of car 30 onto a plane ^ 



HOURS OF WORK/TRAVEL 



(No Information) 



SAHFLE PLACES OF tlfiRK 



i^ri9^ - Hanufacturina companies 

fclylL ^- Cpnstructioft companies 48 
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Retail sioffis 

Restaurdntsy cifettridSf and food chains 
Shoe repair shops 
Airline cQipahies 



475? HATERIAL RECORDINGf SC^^DULINGr AND DISTRIBUTION CLERKSi N.E.Ct 

These i^orki&rs exaiine orders tor doods and services and see to it that the orders are processed 
prcMiptltft Thett receivei store? and issue iaterialst ThM schedule the use of iaterials or 
services and keep records of Materials on hand? in user or in production* Theu ia<j $ort itefts 
and nark thei with prices or codes ^0 that then can be found ouickl»« They also aay coapile 
records f prepare reports? and order needed Mat^rials^ 

SAMPLE WORK ACTIVITIES 

- Record information about castings poured in a foundry ^ 

- Keep records of articles lost? foundf an^claiaed in a store 

- Keep records of chemicals ? naterialsi an^G|QuiP»ent received for testing in a lab 

- Stanpf stencil f or tad packages? and boxes of store ^ods to indicate delivery routes 

- Sort laments iscdordind to lot and size numbers 

- Retove sales-slip stubs fro» packages at a loading dock and sort the stubs to keeR records of 
store, deliveries' 

- Study engineering drawings to compile lists of parts needed to build airplanes 

- Keep records and files of blueprints? drawings? and engineering documents reoui red by 
departments in avPlant ' , 

- Attach price tickets to merchandise in a store - 

-Check addresses on shipping ta^s or labels to see if they are correct and readable 

- Record the price? name of buyer? and drade qf tobacco on tickets attached to Piles of tobacco 
sold at an auction ^ 

- Compute the time airplanes and thei^ parts are in use each day . 

- Notify the inspection department^heh parts are due for an inspection 

- Compile and record information about repair work done by railroad crews 

- Write Purchase orders for materials needed to repair railroad tracks and beds 
-Compile and keep workers' production records 

" ■' \ ' ' " ' . 

HOURS OF WORK/TRAVEL ^ 

(No Information) ' 

■ ■ ■ ■ " . ' . ' ■ . ■ ' :■ ' ■ ■ ■ . '■ )4 

SAMPLE PLACES OF WORK 

Factories i, 
Retail stores 

- Wholesale dealerships 

- Airline companies 
^ Railroad companies 

Any business that must schedule the use of materials or services ^ 



478 ADJUSTERS? INVESTIGATORS? AND COLLECTORS 

These workers sfather information about individuals and businesses* They may work for insurance 
companies? investidatind and settliniT claims* They may examine financial records to make 
credit reports or determine elii^ibility for financial aid» Others contact People to arrange 
for payment of overdue accounts and debts* They father evidence? interview people? recommend 
actioa to be taken? and write reports of their findings* , 



ERIC 



4782 INSURANCE AOJUSTERS> EXAMINERS* AND INVESTIGATORS 

These people studif insurance cldiis to see whether clients' policies cover thei for particular 
lossest Theu also deteriime the aiount of loss suffered clients t Theu talk with clients to 
tru td settle claiisf and laii approve panients to thei« The«i use reportsf physical evidence f 
and witnesses' ^reports to investigate claiis* Hanii of these workers specialize in a certain 
t«ipe of claiif such as^ autof hoiet lifef or property daia^e or loss* 

8AHPLE UOi^K ACTIVITIES . ' V 

•■ ■ - ■ ''^-^ \ '. "• ■ . ■ ' ^ ■ ■ 

- Prepare reports and insurance-claim f oris 

StudB claii fpris and other records to determine people's insurance coverasle 

- Talk withf Phonet or write to claimants and witnesses - 

- Studu police and hospital records - (:>-?r 

- Inspect propert*! daiaae 

- Determine the extent to which a company is responsible for covering people's los^^s 

- Prepare reports that describe claim investigations ^ 

- Talk with insured persons to try to settle claims ■ ^ 

- Recommend le^al action when claims cannot be settled V 

- Compare information on claim forms with that in company records 

- Check claim forms to make sure then are complete * 

- Use a calculator to figure out the amounts of claims 

HOURS OF WORK/TRAMEL / 

- ADJUSTERS may have to work evenings or Weekends in order to interview witnesses and 
claimants* * 

Since most companies provide 24^hour claim servicer some ADJUSTERS always must be on call* 
On dccassionr experienced ADJUSTERS may travel to the scene of a, disaster r such as a 
hurricane or a riot f to work with local personnel* Some claims may reoufre travel to other 
countries* *\ 

- CLAIM EXAMINERS have desk Jobsf but occasionally may have to travel* Their average workweek 
is 35 to 40 hoursf but they may work longer during peak clai| loads or when Quarterly or 
yjBsrly statements are prepared* « * 

■ „8AHPLE PLACES OF WORK ; » " 

- insurance companies 

- Independent adjusting firms that contract their services for a fee , 

- Banksf financial firmsf and other business firms that hire ADJUSTERS to represent them in 
claims against insurance companies 



4783 INVESTIGATORS AND ADJUSTERS f EXCEPT INSURANCE 

These workers investigate people and/or businesses applying for crediti worki insurancef or 
loans* Some check business Practices to make sure resTulations are beini followed* Some 
investigate customer complaints about prdductsf servieesi or billin!is* These workers contact 
people by phoney mailt and in person to gather information about the personsy businessest or 
complaints they are investigating; They often must travel to conduct intervii^wsy trace 
debtorsy check public rtcordsi or make inspections* They prepare reports of their findings and 
may take or recommend actions to resolve Cromplaints or problems* 

SAMPLE WORK ACTIVITIES 

-investigate claims for repayment due to defective, auto parts 

* Examine auto Parts claimed to be * Help dealers handle unsettled claims ' 

defective and approve or disapprove by consulting with cui^tomers? 

the claim * Prepare reports of claims handled 
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- Phone or writi to references listed on credit application tons to check dpplicarjts'' credit 
standing 

♦ T»pe infortation on credit 
appUcation f oris 

♦ Give infonjatipn about pepple^s 

credit stsridina to credit bureau - 
workers • ^ ^ 

- Record infortation about lost or stolen charge cards in custoters' account records 

♦ Alert Merchants to watch for stolen 

credit cards . / 

' ♦ NotifB other ^workers to issue new 
Charlie cards^to custofters 

- Visit railroad offices to exatine records that show whether the correct tariff rates are 
bein3 charged 

♦ Coipute and 'check tariff rates? ^ • Cotpile reports listing the naiies 
usind a calculator and rate books and locations of agents usin^ 

♦ Instruct agents to correct errors in incorrect tariff§ 

tariff rates^: ; v 

- Investiilate people or businesses applyinsi for creditf etploytent* insurancet or loans 

t Contact fomer employers and people's past residences? arrest/ 

neighbors to find out about people's records? and unpaid taxes V 

past health and behavior , ♦ Obtain p^eople's credit ratings fro* 

♦ Exatine public records to check on i banks 

- Investisrate custoier coRPlaints.about utility bills and services 

» Check past weather reports to see if » Order tests to detect faulty lieters 

they help explain increased power t Talk with custpters in person or by 
usa^e phone to explain the reasons for hisih 

♦ Review meter books and accouritinsl ' utility bills ^ * 
records to see if they, contain errors 



HOURS OF WORK/TRAVEL 

Mafta of these Jobs reciuire^local travel* A few Jobs tay reouire trips out of town that last 

several days t ^ . . ^ i 

Soiie of these Jobs nay. reouire softe evening! and/or weekend work* 

SAHPLE PLACES OF UORK ■ 

Auto ianufacturinsi coftpanies 

Banks and finance coftpanies 

Credit' bureaus * . 

Department stores and other retail stores \^ 

Federal and State asiencies . - 

Insurance companies 

Law firms and attorney's offices ^ 
Railroad companies 



4784 CLERKS? SOCIAL WELFARE 

SOCIAL WELFARE CLERKS interview and investiiiate people applwins for-public aid# Jhey talk with 
applicants to iet information? such as size of familyf health problems r and income* They 
advise applicants of reeuirements and opportunities ^f or public aid? such as financial aid or 
low rent housini* They also itive out information on coiwiunity sources of aid* ; They check 
information obtained from applicants by centictin|^employers and public agencies* Jhey record 
personal and financial information about applicants and determine whether aid should be 
tfrantedr deniedt or chan^ted* They also prepare and keep records of assialned casts* 



SAHPLE HORK ACTIMITHS 



- Interview and investigate people who wish to 3Pp1« for public low-rent housing 



Process applications fqr publiG , 
housing 

Talk with applicants to i3et 
inforaationr such as size of faailwf 
health and social probl^asf and incoae 
Advise applicants of housing 
reaui resents and opportunities 
Contact eapl overs and >ublic 
s^encies to cneck applicant 



inforaation 

Give out inforaatibn on coaiuni^f^ ' 

sources of social and financial aid 

Deterairie whether applicants aeet ' 

reeuireaents for aid f based on ai^encw 

rules and policies 

CoKPute rent changes f based on 

applicants' incoie 

Receive and record securitw deposits 



- Interview appliants to deteraine if the;* aeet refluireaents for public^ aid 



Interprei and explain rules andV 
rei^ulations for Grants h 
Record personal and financial 
inforaation obtained froa applicants 
Deteraine whether aid should be 



israntedf denied? or changed 
Approve the aaount of Grants 
Prepare and keep records of assigned 
cases 



HOURS OF HORK/TRAVEL 
- SOCIAL WELFARE CLERKS general lu keep regular office hours* 



SAHPLE PLACES OF WORK 



- Federals statef and local siovernient aiSencies 



4786 BILL AND ACCOUNT COLLECTORS 

These workers contact people to arrani^e or colllBct f awaents for unpaid bills or accounts* 
Their asin Job is to convince people to pay their bills ♦ Soae keep files of inforaation^oh 
debtprsr the kinds and aaounts Of unpaid bills? and past Pawaents aadet Thew aaw contact the 
debtor by phone or aail or in person* Soaetxaesjr they aust search for debtors* They aay 
repossess i^obds or discontinue services when payaents are overdue* Other workers m this iroup 
collect aoney froa coin boxes y pay phonesJ or parking aeters* 




SAHPLE WORK ACTIVITIES 

- Call custoaers to let thea know that their accounts are late in beinii paid / 

- Hail fora letters to custoaers to encouraiSe thea to pay their. bills^^ 

- Talk with people to find out why their bills have not been paid on tiae 
Order doods to be repossessed or services to be stopped 
-Etorfc^readr answer and fileltetters froa custoaers • 
Trace \custoaers' new addresses oy inouirini^ at the post office or Questionmi^ 
neiishbbrs 

Call custoaers to tell thea their checkis have bounced 
Keep records of collections aade * " 
Use special tools to enter and stirt a car beini^ repossessed 
Collect coins froa parkin^ aetens or pay phones 



their foraer 



HOURS OF WORK/TRAVEL 



^.Soae of these Jobs involve local travel to locate debtors or to collect aonew froa coin boxes 

and aeters « • • 

- SoAt workers in this Mroup aay work duriniai evenih«i and weekend hours* 
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SAHaE PLACES OF WORK 

^ Bnsiness office 

- Banks •and loan coMpaities 

- Collection aifencUs 

- Public utilities 

- . Repossession asiencies 



LICENSIe clerks issue licenses and F^enits to Qualified applicants^ Som aive tests to 
applicants to see if the*^ wet licensing reQuireients« The9 issue driver'^Sf liduorr »arriaile> 
dd^y or other licenses and pertits* The» Question applicants to Met reQuired ihforftation* 
Theu record this information on prepared forts and collect relauired feeSt The^ also ansuer 
people's Questions about licensing reduireients* Sone dive tests to applicants to see if thev 
yeet reauirettentst \ , 



SAMPLE UORK ACTIVITIES 

- Record the naftes; addressesf and other necessaryi. inforftation about People who are dpplvini^ 
for licenses 

Collect the reouired fees f rot applicants 
" Bive'oral and written tests to peopler as reauired for licenses 
Advise doM owners about dosr license laws 



HOOR& HP WORK/TRAVEL 

Host LICENSE CLERKS have a standard 35-40 hour worK weekt 



SAHPLE PLACES OF WORK 

- Federalf state and local Movernftent asencies that issue licenses and permits 

- City halls „ 

^ County court houses 



479 MISCELLANEOUS ADHIHISTRATIVE SUPPOR^^ 

These wopkerr^rfom varied tasks to help business operations run SMothly* They Ray work as 
bank tellersf takinsl deposits or keeping accounts records* Others work as proof^readersf 
checRinsl copy for straMatical or typoi^raphicdl errors* Sote work in data entry Jobsy typinsi 
material into cottputer storai^e systetsf while others cotPile statistical data for straphs and 
reports* Others work as teacher aidesr classify fintferprintsr serve court orders r or coipute 
taxes* . " 



BANK TELLERS cash checks for bank custdiers and help then deposit and withdraw ioney f rot their 
accounts* In smU banks it TELLERS also tay sort checks* total credit and debit slipst and 
prepare nonthly statements for depositors* In larsie banksr tellers often specialize*^ One 
TELLERi^ for exdMpler tay sell savinis bonds while another takes deposits for Christeas club 
accounts* Others nay keep loan records^ handle foreign toniesi sell traveler's checksy or 
coiPUte interests on savinMs accounts* 



4787 LICENSE CLERKS 




4791 BANK TELLERS 
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SAHPLE WORK ACTIVITIES. 

- Receive checks snd cash for deposit 

~ Enter deposits in passbooks or^ive custoaers receipts 

- Check custoiers' bank balances and cash checks 

- Order dail^ cash supplies and count incotind cash 
Prepare cash for shipment 

- CoMPute bank service charges 

- Use adding Machinesy chansie Mdkersf and other off ice Machines 
--^ Take hoBe**"iQrtade paifBents 

BuH pnd sell foreign aoneifs 

- Ttfpe loan farasr such as notesr contracts^ and loan renewals 
^ Open accounts in other countries . 

- EManine bond coupons to find the date theii were issuedt the pai^aent ditey and the aidunt due 

HOURS OF yORK/TRAVEL r 

'* ■ ■ * ■ • ■• : ^ •• - - •* ; • - . • • '• • ■ ^ .' 

- BANK TELLERS usually hayfe a stahdard 35M0 hour work week* 

A few TELLERS work evenings or on Si^turdaHSf but aost work during weekdays # 

■ ' ■■ ■ . , ^- ■" ^ f.' " ' - " ' • ... * ■ . ■ • ' ■ ' _ 

SAHPLE PLACES OF UORK 

Banks r saviniai^ and loan companies » and other |puch financial institutions 



4792 PROOFREADERS ^ 

PROOFREADERS read written or tiiiped iaterials to check for aistskest Thew MW either Mrk the 
errors theii find or correct the** Soae look for errors in s[raMarf spellindf and punctuation 
in GopH (written Mtter to be reproduced in printed for»)t and then use spedial codes to aark 
the errors theif f indt Others read proof (trial copies) aloud so another worker can aark the 
errorsi A few specialize* in proofing Braille copu prepared for the blindf bw slidinM their 
finders over the raised letters to feel for errors* 

SAHPLE UORK ACTIVITIES « - 

Read a proof df printed copy to look for and lark errors 

Return irarked Proof for correction • ^ ^ 

- Check corrected proof against copy y 

- Correct proof while another Worker reads the copw aloud 

- Read coptf while another worker liarks errors on the proof 

- Compare a Proof copw of Braille writing against the original script in a bdok or newspaper 
Look UP rules of dramar 

~ Use printer's StfKbols to *ark errors 

HOURS OF HORK/TRAVEL . ^ ^ 

- Sdie PROOFREADERS »aw work durini^ nights and weekends* 

- Soie PROOFREADERS work part-tiaet 

SAMPLE PLACES OF WORK ' 

- Publishing co«panies 
Printing cotpanies 

- Newspapers ^JtL^ y 

- Gdvtrhiieni aiencies (y 
vCoipanies, or orfianizations that prepare materials for the blind to' read 

Ahw orKaniSiition that prepares a larsie aaount of written Material for publication 
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4793 DATA ENTRY KEYERS / 

DATA ENTRY KEYERS prepare input for coipulers and ischines b« punching patterns of Jioles in 
computer cards to represent nuibersf letters? and characters* Thea use lachines siiilar to a 
typewriter! or special lachines that convert what thfca tirfpe^ to holes in cards or to la^netic 
iiipulses on tapes or disks* In Host newer sasteisf the lachine is eauipped with an electronic 
screen that displays inforiation as it is entered^ Soie workers type^etr check inPutf prepare 
bjaillef or code aessades* , ^ 

, V f * - 

J * * 

SAMPLE WORK ACTIVITIES ' 

- Tape coded coiiands on a computer te;r»inal keyboard to enter and store data \ 

- Proofread a printout to correct keyind errors 

- Type coded coMands to a coiputer so it will produce^ finished copy • 

- Read instructions to find out how to det a coiputer to fariat text in a certain wa«:f 

- Operate an electric typewriting machine to typeset taster copiesf such as stencils and Photo- 
offsetsf so copies can be »ade 

- Move levers to control the spacing between characters typed . ^ 

- Set stops to control nar^ins of typed naterials 

- Operate a tiachinef sinilar to a typewriter? to iipress dots in letal sheets for lakmst 
braille books . . / . . 

- Load decks of punch cards or reels of aa^netic tape into tacnme 

~ Use a worksheetHo type a computer prodra* , ^ j . 

- Set switches and press keys to generate ladnetic iipulses onto tape to record data 

- Operate a special typewriter that punches holes in tape or paper so that letters or reports 
can be reproduced froi it * . ' ' . . x - x x 

- Operate an on-line coiputer typewriter terminal to enter data, into a ooiputer 

d ■ 

HOURS OF WORK/TRAVEL 

•V^ - 

(No InfortBtion) 

% . 

SAMPLE PLACES OF WORK • 

~ MaDufacturind fins • . * 

- Wholesale and retail trade companies . - 

~ Banks ' ^ . . 

- GovernBent agencies 

- Printing and publishing coipanii 

- Insurance companies • 

- Firfs that provide data ^^^^^^"^ services for a fee 




4794 STATISTICAL CLERKS 



These CLERKS coipile statistics (numbers that describe thinds or events) and put the* in table 
fom for charts and draphs« They lay use addind lachinesf calculators^ or computers* Som 
help prepare directoriesf survey findindsf ledical reportst opinion PolXsf or census reports* 
Others coipute the aiiount of electricity u^ed by custoiersf the aiount of da§ handled by 
Pipelines^ or the aidunt of loney which should be budgeted for proJectSf . ' ^ 

. ■ ■ , • ■ • . ■ ■ 

SAHPLE WORK ACTIVITIES ^ ^ . . 

: 55 : 

--'CoiPile naResf addresses? and other facts dr opinions 
cDir^- Arranae inforiation by naiet locationf seKf or other headings . . - 

cnJJL - Cofiipute the aiount of elMtricity used >y customers and record the aiounts used on record 



/fdris tor bUlinsts purposes 
T' CoaPile reports froa teasurettent charts to show how »uch islas was produced and sold 

- Coiipile diily records of the nuaber of adaissions to a hospital 

- Coapile. inforaation f rda production and sales records and present it in chart fora 




HOURS OF WORK/TRAVEL 
(No Inforaation) 

SAHPLE PLACES OF ptK 



^ dorftracfin^ firas that conduct surve^fs and polls 
^ Li^htf^^heat and PQuer doapdnies 

- Govern*ent agencies 

- Advertisih^ agencies 

- Hospitals and clinics - 
Gas pipeline coapanies 

- Business offices - 



4795 TEACHER AIDES 

TEACHER AIDES help teachers with teaching and nonteachinsT activities* Theu do such thinils as 
.listen to students readr * help students find inforaationf and prtF^rif special classrooa 
pfoJectst Ihey also ^rade papersr check hoaeworky and keep health and attendance records* 
Soae a3H t^pet filei and jcopv aaterials for teachers to use* > The» aa«i also Prepare teaching 
aaterialsy set up eauipaentr and supervise students during lunch and recess* 



SAHPLE WORK ACTIVITIES 



- Use an electric aarkinS aachine to ^rade papers , 

- Coapute trades for tests . 

- AveV^^e test sirades to coapute students' trades for a course o 
«- Call the rdll and prepare attendance ^ 

Use answer sheets to ^rade hoaework 

- Pass out workbooksf pencils^ and other aaterials to students 

- Keep order in the li1i>rar» and halls 

- Set UP and operate eouipaent such as slide and fila Projector^ 

- Collect aonea and keep records 



HOUR$ OF VORK/TRAVEL 



^ TEACHER AIDES aav work on a full-tiae or partHiae basis* The«:f tisuallg work during the 10- 
aonth period when schools are in session* 



SAHPLE PLACEi 



mm 



Public and.private eleaentary and secondare schools 



ERIC 
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4799 ADHINISTRATIVE SUPPORT OCCUPATIONSt INCLUDUIG CLERICALt H.E.C. ^ \ 

People in these Jobs perform 3 wide ran^e of clericdl and other duties to help ^r^dnizations 
operate sioothlHt Then often work in places other than business offices* Soae coordinate the 
use of prizes on a TV ^a»e show* Soae classify fini^erprints in a police stationt So«e code 
and decode foreii^n cablest Soie compile news stories for use on radio or TVt Soae convert 
readini^ material to braille for use the blind* These *are dnl» a few exMPles of the duties 
these workers jiay perform* , . 



S^PLt WORK ACTIVltlES 

- Coordinate the use of prizes^ on TV Maae shows 

- Coiipile informatidn needed to process Rorti^ai^e loans 

- Operate a Braille typewriter to copy readini^ matter for use by the blind 
Operate eouipment to copy police records 

- Transfer people's fingerprints onto cards ^ 

- Code^and decode cables that relate to foreign trade 

- Compile schedules of ads and public-service announcements for a radio station 

- Copy mlisic onto manuscript paper 

- Address envelopes f cards r and packages 

-Perform clerical duties in a court of law - 

- Keep files and records of aircraft operations . . 

- Record information on horseraces for use in a racing publication 
Authorize credit changes against customers' accounts 

Process and keep records of real estate loans . — ■ ^ 

- Read newspapes and magazines for articles on a certain subject and mark articles to be 
clipped ' - 

- Rent safe-deposit boxes to bank customers ^ 

HOURS OF UORK/TRAVEr 

- These people work in a Variety of Jobs and settings* Work hour reouirements vary* Hany keep 
rei^ular office hours* Some may work evenings and weekends* A few Jobs reouire local travel 
to serve court orders on people* 

SAMPLE PLACES OF WORK 

- Radio and TV broadcasting stations 

- Bands and other financial institutions 

- Schools 

- Nonprofit organizations 

- Printing and publishing companies . " - 

- Government ai^enciesi includini^ police departments 

- Insurance companies 
Airline companies 

- Business services 



.57 



4999 SERVICE OCCUPATIONS 

These workers perform a variety of public and persona! servicest They May work in private 
households? cleaning or carinfll for childrent They nay work in health care facilities! helpind 
patients and assisting in treatsentt Others work as waitresses! cooksf barbersj sluides! 
ushers! or transportation attendants* Soae work in protective .services as firefighters and 
policet Others perfori business taintenance or protective services* - 



») PRIVATE HOUSEHOLD OCCUPATM^^ 

These workers are employed in private households to perfori a variety of services* They aay be 
day workers who clean houses t care for children! or cook* Others mak do only cooKin^! serving! 
and lenu planning* In larde! forial households! butlers! and housekeepers supervise other 
staff who cleant cook! and care for children* Soae household workers are responsible only for 
the care of children* 



5P2 DAY WORKERS 



DAY WORKERS do housecleanind chores! lake bedS! care for children! cook! and perfori other 
services in private ho»es* They are hired by the hour or day to do this work*^ They of ten have 
several employers* So»e specialize in a certain type of service! such as housecleanin£i or 
child care! but the dutiel of sost workers change fro* day to day* 



SAHPLE WORK ACTIVITIES 

- Clean and dust furniture! hallways! and bathrooas 

- Chani^e bed linens and Make up beds 

- Wash and iron clothind by hand or Machine 

- Watch over children 

- Wash windows ^ 

- Wax and polish floors 



HOURS OF WORK/TRAVEL 

Many DAY WORKERS work part-tiie* They nay work half-days or only two or three days a week 
These workers Must travel to and froi people's ho»es to provide services* 



SAHPLE PLACES OF WORK 

- Private households o v. ' , 

- Companies that provide housecleaninis and sinilar services 

■ • . ' ■ r ■ ■ 



503 LAUNDERERS AND IRONERS ^ 

These people wash and iron clothes and household linens for one or several private fa«ilies* 
They nay be hired by the hour or day* They nay do this work in their hofie^s or at their 
employers' hones* Most of these workers do only laundry work* but a few do other household 
chores as well* 



sm.E WOWt AlTflWTlES 

^ Sort Hdunctr^ iteis b» color snd fabric snd load thei into s washing Machine 
> Adjust Machine settinils for teMPeraturey yater level r and wash tiMe 
^ Keasure and add determent r bleach starches^ and fabric softenersr as reouired 

- ReMove itees froM the uashef and load theM into a dr»er 

- Softr irom and fold dried articles 



HOURS OF WRK/TRAVEL 

Han» LMMDERERS and IRONERS work part-tiMe* 
^ SoMe of these workers travel to people's homes to provide their services^ 



SAHPLE PLACES OF UORK 



Private households 



. 504 COOKSr PRIVATE HOUSEHOLD 

People in these Jobs prepare and cook food for private faMxlies or householdst Thea also Plan 
Menus and order food supplies* SoMe serve Meals and clean the kitchen as well* Others have 
helpers who perforM Chores like peeling vegetables and cleaning the kitchen* These COOKS 
prepare Meals according - to recipes or to suit an eMplo«er's tastes* - They Maa f>rep0re dishes 
for special diets* Soiie PRIVATE HOUSEHOLD COOKS live m their eMplouer's hDMe« 



SAMPLE HORK ACTIVITIES 

- Plan Menus and order food supplies 

- Washr triMf and prepare vegetables and Meats for cooking 

- Follow a recipe to prepare and bake breads and pastries 

- Boilf broilf fr«> and roast Meats 

- Clean pots and pans and other cooking utensils 
Preserve and can* fruits and vegetables 

" Prepare dinners and serve theM to old or disabled persons 



HOURS OF HORK/TRAVEL . 

- PRIVATE HOUSEHOLD COOKS who live with faMilies Man work loni^ or irregular hours* 
These COOKS Md9 soMetiMes have to work durinsi weekends and on holidans* 



SAHPLE PLACES OF yORK 



- Private households 



T 
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505 HOUSEKEEPERS AND BUTLERS 

HOUSEKEEPERS and BUTLERS supervise the staff and the operation of larSe households* ^They 
usually are responsible for hiring and firing the other household eiployees* Besides these 
dutie&f BUTLERS receive and announce Suestsr answer the Phonef se^rve food and drinksi and jaa 
act as personal attehdantst HOUSEKEEPERS order food and cleaning supplies and keep records of 
household e^pensest Ofteni these workers live in the employer's hoie« ^ 

SAMPLE 80RK ACTIVITIES 

- Infor» new household workers of the employer's >wishes 

- Instruct new staff in work methods and routines . 

- Assign workers to cookf serve aealsf wash and iron? and do other household duties 

- Adjust work activities to suit fanily nenbers^ 

- Oversee the serving of neals 

- Set tables 

- HiK and serye drinks 

- Answer the Phone 'and deliver ■essaaes 
Anodunffe Quests ' "^"^ 

-.Serve food and dri^fe during deals 

- Clean and polish silver ^: 

- Wax floors and wash windows 

- Lay out clothes for fanily ■embers to wear . . 

- Polish shoes 

■ , . J- ■ . ' - ■ 

HOURS OF WORK/TRAVEL . . 

HOUSEKEEPERS and BUTLERS who live in the employer's home may sometiies work lonS or irregular 
^ hours* ' _ . 

- These workers may sometimes have to work during weekends and oh holidays* 

SAMPLE PLACES OF WORK 

- Private households 



506 CHILD CARE WORKERS » PRIVATE HOUSEHOLD « «\ 

People in these Jobs take care of children in a private home* They may care for one or more 
children in an employer's home or in their own homes* Some rear homeless or parentless 
children as members of their own families* CHILD CARE WORKERS bathe childreni prepare ^thei-r 
mealsf wash their clothes? and supervise their Play* care for babies» sterilize oottlesf 
prepare and change diapers* These workers may care for children on an hourly? daily> or full- 
time basis* . " 

SAMPLE WORK ACTIVITIES 

- Schedule activities for children? such as exercise? rest? and play periods 

- Amuse children by reading to them or Playing ^ames with them 

- Prepare and serve meals or formulas 

- Sterilize bottles and eeuipment used for feeding infants 

- Bathe and dress youn^ children ^ 

- Take children on walks and outings 

- Wash and iron children's clothes 

- Keep children's rooms neat and tidy 

Schedule activities for children such as exercise? rest and Play periods 

- Take foster children to their parents.' home during weekends and holidays 

- Write reports about children's proSress and behavior for a welfare agency 



HOURS OF UORK/TRAVEL 



- Soae of these workers aa^ be eaplo^ed on an hourly or dailu basis* they aa^ work during days 
or evenings* - v 

* CHILD CARE WORKERS whp live in an employer 's hoae man care for children during eveniniS and 
weekend hours* . . • ' . . ./ 

- CHILD CARE WORKERS who rear children in their own hoaes aust aeet children's needs ddilyy 
throughout the day and ni^hti and on weekends and holidays* 



SAHPLE PLACES OF WORK . 



- Private households 



507 PRIVATE HOUSEHOLD CLEANERS AND SERVANTS 

People in these Jobs perfora a variety of tasks to help keep Private hoaes clean and neat apd 
to .serve faaily aeabers* Soae plan and prepare aealsy do dishes and laundry? polish furnituret 
vacuuat aake beds and do other li^ht household tasks* Others do heavy household work? such as 
washing Windows and floors? painting fences? aowin^ lawns? and repairing doors and fixtures* 
Soae of these workers live in the eaployer's hoae* Others report tjo work at private hoaes on a 
regular or partHiae basis* 



SAHPLE WORK ACTIVITIES 



-* Plan aeals and order food and household supplies 

- Prepare and serve aeals and refreshaents 

- Wash dishes and clean silverware 

- Help children bathe and dress . 

- Use a vacuua cleaner? aops? brooa? and cleaning solutions to clean floors and windows 

- Change bed lineas dnd aake up beds 

- Wash? aend and iron-clothin^ and household articles 

- Answer the doorbell and phone 

- Clean bathrooas 

- Beat and vacuua ru^s 
-Wax and polish floors 

Reaove and han^ draperies 
-* Clean and oil furnace i 

- Repair broken screens and doors 

- Paint fences? ^ara^es and sheds 

- Mow and rake the laWn 

- Brooa? feed? and exercise pets 



HOURS OF WORK/TRAVEL 

- HOUSEHOLD WORKERS who live in an enplouer's hone asu have Ions or irregular hours* 
Sonetiaiesi theu be reauired to work during nidhtsf weekends^ or holidays* 

- So«e HOUSEHOLD WORKERS work part-tine'. 



SAMPLE PLACES OF WORK 



- Private households 



509 PERSONAL ATTENOANTSf COHPANIONS> AND OTHER PRIVATE HOUSEHOLD OCCUPATIONS 



These people provide personal services to people in private hoaest; PERSONAL ATTENDANTS take 
care of an employer's clothin^i prepare bathsi run errandsi pack clothing for travels and 
perform similar services as reouested* COHPANIONS denerdlly work for an eldefly or handicapped 
person or soieone recovering fro» an illness* They do such things m help thea take care of 
social and business affairsi accompany then on trips and outin^si and entertain their clients 
by readinsi aloud or playind daaes* Some Jobs reauire that workers be able to drivet 



s^pCe'uork activities 



- I^rushy clean* pressi and ftend an employer's clothing 

- Help anVeMPloyer dress 

- Pack clothing for travel 

- Clean an employer's Quarters 

- Buy clothing for an employer 

- Drive a car to perform errands 

- Mix and serve drinks and refreshments 

- Shampoo and droon an employer's hair 

- Give shaves and aive massaSesf 

- Take care of a client's social or business affairs 

- Play cdrds and other dames with an employer 



HOURS OF HORK/TRAVEL 



- Some of these Jobs may reouire travel to take clients to apf^ointmentsy run errands* or 
accompany clients on trips and outings i 

- Generally* these Jobs reauire some evening* weekend* and holiday work* Some Jobs reeuire 
that workers be available tp serve the employer on a 24-hour basis* 



SAMPLE PLACES OF WORK 



- Private homes 



51 PROTECTIVE SERVICE OCCUPATIONS 



These workers provide public and private protective services* They may work as crossing 
siuards* body Guards* or security Guards in t^uildini^s or armoured vehicles* Others may work $s 
investigators or undercover agents* In public service* they may work as police or detectives* 
enforcing laws* investigating crimes* and patrolling areas to insure public safety* Others 
work as firefighters or inspectors* preventing* fighting* or investigating fires* 



511 supervisors: service OCCUPATIONS* PROTECTIVE 



These workers supervise and coordinate the ^^ctivities of workers in protective service 
occupations* They may supervise the training of guards* firefighters'* inspectors* detectives* 
or police^ .They may plan work activities and schedules* enforce discipline* and handle 
complaints* They may speak before community groups* testify in court* write reports* and 
perform many of the duties of the workers they supervise* 



SUl supervisors; FXREFiCHTiNG AND FIRE PREVENTION OCCUPATIONS 

These ^people supervise and direct the activities of workers who try to prevent? control f and 
put otit fires* ThAi also do such things as inspect hoies and public bMildinMs for fire hazards 
and speak before cotiunity idlroups to warn thei of such hazards* Their work duties include 
training new workersr keeping work recordsi and writing reportst The» Blso direct firef idhtinsi 
activities at fire sites* ^ * 

SAMPLE WORK ACTIVITIES 

- Train workers to use firefightina eouiPient to put out different types of fires 

- Inspect fire stations? firetrucks? and eouipient to see that thea »eet set standards 

- Deteriine the nature and extent of fires? and the dander to nearby buildings 

- Direct. firefiahtinsi activities at the site of a fire 

- Inspect hones and other buildings for fire hazards 

- Keep worker, and eouipnent records 

- Plan and direct fire drills 

Prepare reports of fire calls? describing the location and cause? and the anount and type of 
daftade 

Use a radio to talk with firefighters froi an airplane to find what help they need and to 
1 then about chandind conditions - 



v5 



HOURS OF UORK/TRAVEL ^ 

Hany of these Jobs rectuire shiftwork* 

Hany of these Jobs involve nidht? weekend work and soie overtiie work* tv 
These SUPERVISORS ftdy travel to nake inspections? study fire hazards? attend leetindsi or 
aive talks before aroups* 

SAMPLE PLACES OF UORK , ' 

City and county fire departients 
Airports . 
Larde lanufacturinsl firiRs 
Insurance companies ^ 
State agencies 

Military services s ' 



5112 SUPERVISORS? POLICE AND DETECTIVES 

These people supervise police who keep law and order? detect and prevent crites? control 
traffic? and investigate criminal cases* They study assismnents and deteriine the workers? 
materials? and supplies needed to complete then* They establish work procedures? assign 
duties? and enforce discipline* They train new officers? explain police rules and laws? and 
enforce safety rules* They prepare reports and reconnend ways to improve work methods? and 
conditions* They also may and perform many of the duties of the officers they supervise* 

••" ' * -■. * ■ 

■ ♦ * ,' • • -■•»>. 

SAMPLE WORK ACTIVITIES ' ^ 

- Supervise correction officers at a prison 

* Conduct roll calls of officers and # Help handle unruly inmates 
assign duties ♦ Keep prison records and prepare 

♦ Direct the release or transfer of reports 

prisoners • Review work records to determine 

« Investigate inmate disturbances? « , staff members that suited for 
such as fights assignments 

O - Supervise the ectivities of staff in 3 Jail / 



« Establish rulesr 3nci procedures to or other Places 

be foUoWftd bn Jailers ; « ♦ Direct the search of intates and 

« Prepare work schedules and assign prison areas 

duties ^ •Inspect facilities for cleanliness 

» See that inaates are available foi" \ Write dailB activity reports 

trials or hearings — • Prepare orders for supplies 

♦ Ei^cort intates to courts* hospitals? ^ 

Supervise police officers assigned to patrol duty 

4 Inspect uniforms and eouiPient ♦ Report danisers in streets or* 

♦ Cruise in a car to watch officers on si(;iewalksf such as holes or leaking 
duty das iains v. 

Direct the activities of officers who siathen classif^f and identify evidence and keep police 
departaent records 

♦ Plan a police record-keepind sytet statistical and activity reports ■ \. 

♦ Keep an evidence file for active • Review reports for accuracy before 
crittinal cases they are released : 

f Direct officers who prepare • Prepare budiiets for the unit 

Supervise officers assi^ed to a police precinct station / 

♦ Take responsibility for the iprisoners • 

safekeepiniS of ■oney and valuables • Supervise staff who send and receive 

taken fro» prisoners radio MssaiSes 

♦ Supervise offficers as they search 

Supervise law officers who handle contunity social problems 

"• Talk with social service adenciAs ball dates for nei^hbprhood youths 

and public i^roups to develop pro^raas • Give lectures on Police department 
to aeet coMttunity needs functions and doals 

♦ Sponsor events f such as dances and 

Direct the activities of highway patrol officers , - 

♦ Prepare reports on tfraffic 

conditions in the patrol area „ 
« Direct officers in>the, safe use and 
*^ care of police vehicles 

Supervise detectives who investii^ate nurder cases 

« Go to the scene of a crine and take to be held for ouestionini^ 

^ ^ change of the investigation /See that bodies are photoi^raphed in 

« Order person in the area of 3 cfiae the position in which death dccured 

Direct officers who investii^ate persons suspected of law violationsf suctI as i^aeblini^» 
prostitutionf or dru3 dealing 

Direct detectives who investii^ate auto thefts f and araed robberies 

♦ ^ssidn detectives to public 

iSatherinas to protect the public fron - ' _ 

pickpockets and other criminals 



HOURS OF WORK/TRAVEL 

Police protection iiifst by provided around the clock*' Therefore^ soee POLICE and DETECTIVE 
SUPERVISORS are on duti^ over weekends r on holidays f and.at nisht* The scheduled workweek for 
these workers usually is 40 hours* However^ they are subject to call any tiie their services 
are needed and tay work overtia^ in eaeri^encies* 

These Jobs aay reouire travel to transport prisoners^ take inspections t collect infomationf 
and attend CMiunity and police ieetinsis* . 

SAHPLE PLACES OF MORk 

Federal f State f and Local sioverntent agencies cohcerned with law and order? including* 



> Cita ind county police and ^ State hidhws^ patrols 

sheriff dtPdrtients ; r^'T'^^Htlitary prisons 

• State bureaus of investigation ♦ Harbor patrols 

♦ Federal Bureau of Investigation \ 



5113 SUPERVISORSr GUARDS , 

GUARD SUPERVISORS direct the activities of Guards and related rtorkers in storeSr factoriesf 
nuseuiSf prisonsf and other places where people or property need protection* ^They plan work, 
activities and prepare work schedules ♦ They assign duties to workers fnd check their work to 
Make sure it leets with policies and procedures* They handle coiplaxnts and *3y assist workers 
in perforaind their, duties* They prepare work reports and nay keep tiae and personnel records* 
Soie are responsible for hiring* traininSf and firind Workers* 

. . . n . ■ , ■ ■ • . * . . 

^ - . . ■ - . ■ ■ , . r- . . 

SAMPLE MORK ACTIviTIES 

Interpret security rules and direct suards to enforce them 

- Direct activities durins firesr stornsf riotsf or other eierisencies ' 

- Inspect buildiniss and srounds ? , \ 

- Test alam systeis and f ire, eKtin^uishers to »ak^ sure they work properly 

- See that safety rules are posted and enforced 

- Train workers in protective procedUresf first aidf and fire safety^ . , ^ . 

- Assisn store detectives to shifts at various locations^ based on their skills and enperience 

- Evaluate worker performance , < 

- Explain to workers how to detect and catch shoplifters . ^ - 

- Act as an undercover a^ent in a retail store to detect dishonest or incompetent workers 

- Prepare detailed reports of investigations 

- Contact businesses to sell security services 

- Inspect workers for proper clothins * 

- Keep records of workers' daily activities 

HOURS OF WORK/TRAVEL 
(No information) 

• - .* 

SAHPLE PLACES OF WORK 

- Retail stores 

- Security asencies 

- Industrial plants , .. ^x \ - . 

- Institutionsr such as reformatories'r prisonsr mental hospitalsi and museums 

- Government asencies 



512 FIREFIGHTING AND FIRE PREVENTION OCCUPATIONS 

■ • ■ - , • • • • • * 

These workers inspect buildinss and wooded areas to find fire hazards and prevent fires* They 
may provide educational ^ro^rams in fire prevention and safety* They may investigate the 
causes- of firesr enforce fire laws r and arrest suspected arsonists* Others^ work as 
f irefidhtersf puttins out fires and rescuing peoplei animals> and property* They i^ive first 
aid to injured individuals and drive emerj^dncy vehicles* 



ERIC 



5122 FIRE INSPECTION AND FIRE PREVENTION OCCUPATIONS 

People in these Jobs insF^ecl buildinsis and forest areas to detect fire hazards and recoiiend 
U3»s to prevent firest Thea prepare reports of their inspections and aaa testifu in court 
about their findinsTst Thea also investistate this causes of firesi enforce fire laws? and test 
firefislhtinsi eauipnentf Thea aaa arrest and detain people suspected of startinsi firest 
Soietiiesf thea talk to school siroups to warn children of the danslers of fire* Thea also iiaa 
slive first aid in emergencies and help fi£^ht fires;* 

SAHPLE UORK ACTIVITIES 

.. \ ■ . • . ■ ■ ■ . * ■ 

- RecoMend safe aethods of storinsi materials which easila catch fire 

- Inform building owners of unsafe conditions? such as faulta wiri^£^ 

- Issue suMons for fire hazards not corrected 

- Keep files of inspection records - 

- Inve^tislate the causes of fires or explosions 

- Interview witnesses to £^et the facts about fires 

- Arrest people suspected of starttin£^ fires 

- Testifa in court about information obtained during a fire investisJation 

- Examine fire sites and collect evidence ^ ^ «" 

- Instruct school children in the dan£^ers of fires ' v 
-Patrol an industrial plant to look for fire hazards 

- Take temperature and pressure readings from instruments 

- Inspect and test firef isihtinsl equipment and sprinkler sastems 

- Enforce siovernmental fire reslulations in forest < and lo«{^4n£^ areas 

- Receive and relaa emerslenca calls? usin£^ a two*-waa radio 

- Put out small fires in a forest ' - 

HOURS OF HORK/TRAVEL . 

- Nana of these workers travel to make site inspections? interview witnesses? and studa fire 
hazards^ 

• ■ • . ^ *. ^ 

SAMPLE PLACES OF UORK 

- Federal? state? and local £^overnment asEencies 

- Manufacturinsi firms 
^- Insurance companies 

- Loslslinsi companies 



. 5123 FIREFIGHTIN6 OCCUPATIONS 

FIREFIGHTERS work as members of a team to control and put out fires and to protect lives and 
properta from this hazard* Thea use firefi£^htin£^ eouipment such as hoses and ladders as well 
as chemicals? axes? crowbars? and mana other tools and materials to fisiht fires* Thea maa 
operate emer^enca vehicles or parachute from planes* Thea clean and service their eouipment? 
take part in fire drills and trainin£^ pro£^rams? and inspect areas for fire hazards* Thea also 
slive first aid to the injured* ' 

SAHPLE UORK ACTIVITIES 

- Direct a stream of water or chemicals into a fire 

- Climb a ladder to fi^ht a fire in the upper level of a buildinsi or to help people escape 

- Use an axe? chisel? crowbar? electric saw? or other power equipment to make openini^s in 
buildinsis 

- Give first aid to injured persons * 

- Use a portable two-way radio to talk with other workers durinsi a fire 
Clean buildinsls? eouipmentf and i^rounds 

^ - Inspect the scene of a fire to see what help is needed - ^ 
j^- Compile records and tape reports 66 

228 



- Hell* reiovc tripped or injured passengers froii the wreckssie of 3 plane 

- Take part in i firt drill - . . . ' . " 

- Take courses that tesch different firefiahtind technxaues 
Parachute for* an airplane into a forest 

- Use a eoipass and MP to locate forest areas , , 

- Collect eauiPient and supplies dropped froi airplanes 
Fall trteSf di^ ditchesr and cut and clear brush 

- Shovel dift onto fires . . ' . . . . ^. 

- Walk or driva through a burned area to look for hot sPots that *xwt restart ajire 

HOURS OF WORK/TRAVEL " ' 

- In softe citiesi FIREFIGHTERS are on duty for 24 hours » then off for 48 hour$t and receive an 
extra day off at intervals. In other citiesV they work a day shift of 10 hours for 3 or 4 
daySf a ni^ht shift of 14 hours for 3 or 4 nidhtsr have 3 or 4 dsns off> and then repeat the. 
cycle* Howeveri in »arfo lar^e cities FIREFIGHTERS work a standard^ 40-hour^week« ■ 

- In addition to scheduled hdursi FIREFIGHTERS often lust work extra hours when they are 
brin^ini^ a fire under control* Howeven duty hours May include sQ*a tine when they are free 

•' to readf stydyy or pursue other interests* 

SAHPLE PLACES OF WORK 
City and county fire 4epartiients 

Fire dapartnents on federal property . 

- Forestry industries 
Airports 

- Lar^e manufacturing plants ^ 

- Federal and state agencies concerned with the preservation of our natural resources 

- Any industry concerned with the preservation of our natural resources 



513 POLICE AND DETECTIVES 

These workers provide public protective services* They nay direct trafficf ^ive first aid? 
arrest lawbreakers? investigate crinesf or patrol areas by boat r helicopters or auto* ^ Soaie 
work with rescue souads or become experts in firearms or fingerprints* Other workers inaintain 
order in Jails and prisons* They supervise prisoners and may settle disputes* Some work as 
bailiffsi servind court orders or providing security in courtrooms* 




5132 POLICE AND DETECTIVES^ PUBLIC SERVICE 



These Workers enforce law* prevent crime«^ and protect the public* Their duties ran^e from 
controlling traffic to solving criminal cases* Many specialize ih a particular work area such 
as customs patrolf protective servicesf traffic safetyi crime prevention?. or narcotics 3nd 
vice* Some work in special units such as motorcycle souadsy harbor or helicopter patrolsi 
rescue souadsf or youth aid services* Work duties vary* 

SAMPLE WORK ACTIVITIES 

- Patrol city housfini^ projects and parks to prevent crimes and keep the peace 

- Do investislations to prevent or solve criminal cases . 

- Arrest people who sell or use illegal druMs 

~ Investisrate traffic accidents to ^et details about what happened 

- Fly a Plane to patrol highways and enforce traffic laws 

- Walk an assigned beat to prevent crime and arrest j^olators 

* Drive a hii^hway patrol car to enforce state motor vehicle and criminal laws 

- Watch, crime suspects^ to. slet'inforMtion about them^ \ ■ . 

^ - Visit stores and lovie theaters to detect* prevent anijl solve crimes 
^rJi^** Prevent people from illegally entering the country 
hKJC* Take finitrprints at the scene of a crime 
msssmm. ^ ^29^ 



• Write sctiviitf reports 



HOURS OF UORK/TRAVEL 

- The scheduled workweek for POLICE OFFICERS and DETECTIVES is 40 hoursf but thea work 
overtime in emergencies t t, ^ 

- Soie POLICE OFFICERS are on dut» over weekendsi^ on holidsasr sndi at ni^htt 



SAKPLE PLACES OF WORK ^ 

- Local f City and State police departments 

- State Investigation Agencies 

-Federal agencies such ai the Federal Bureau of Investigation and the Border Patrol 



5133 CORRECTIONAL INSTITUTION OFFICERS 

\ * ' '■ ■ . ' ... . . . . 

CORRECTIONS OFFICERS are charged with the &afekeepinj^ of persons who have been arrested and 
sent to prison or Jail* They :keep order within the institutiqoy enforce rulesy and may counsel 
inmates* They watch everything inmates do* They also assign work duties dnti instruct on 
specific tasksy search inmate^ and cells for items such as weapons or drudsr settle disputes 
between inmates and enforce discipline* Some ^uard inmates from a tower* Others escort and 
^uard prisoners outside* * 



SAMPLE MORK ACTiyiTIES / 4 

- Search prisoners for w^apdnsy valuablesy and dru^s 

- Lock" prisoners in cells ^ 

- Serve meals to prisoners in a Jail 

- Prepare arrest records on prisoners 

- Question prisoners to det information needed to solve crimes 

^ Take aliens who haveMlle^ally entered the country into custody 

- Escort aliens to places such as courts? hospitalsy Jail$y or holding centers 

- Watch inmates in a f^rison to prevent riots or escapes 

- Inspect locksf windgw barsr anp doors for si^ns of tampering 

- Si^e that prisoners obey rulefST 

- ,£uard prisoners bein^ transported to a Jailr courthousey prtsony or mental ward 

- Direct inmates during work assignments 

- Escort prisoners to and from a visiting r,oom or medical office 



HOURS OF UORK/TljlAVEL 



- CORRECTIORS^FFICERS usually work an B^rhour dayy 40-hour week* 

- Because prison security must be provided around the clockf some CORRECTION OFFICERS must work 
during weekends? holidays? and nights* 

- During emergencies? these workers may put in ovetime* 



SAMPLE PLACES OF WORK 



- State correctional institutions such as prisons? prison camps? and reformatories *^ 

- City and county Jails or other institutions run by local Governments 

- Federal correctional institutions 

- Federal adencies such as the Immigration and Naturalization Service 



5134 SHERIFFS! BAlLlFFSi AND OTHER LAW ENFORCEMENT OFFICERS 



These people enforce laws? keep order in courtSf serve suinnionsesf and . provide police and 
detective ^services in rural areas* Their duties Baa pan^e fro* issuing parkin^ tickets to 
directing the activities^ of a sheriff's department* They study new laws and nethods to detect 
criaes and enforce lawst They assign duties to policer handle work probleas and conplaint'sy . 
train new dtficers> and enforce disciplinet They prepare budgets and reports and order 
eauipient and suppliest They nay also drive a police car? search suspefts> and evict people 
from property. " 



SAMPLE WORK ACTIVITIES , 

» ■ ./ 

- Patrol 3 section of a 'city to issue parkin^ tickets ' j • 

- Investigate complaints against the department 

- Provide security for social functions in a community \ 

- Give public talks about traffic safety and crime prevention ' 

- Review summonsesr Arrest ordersr and other court orders \o see that they meet State and 
county laws , ' c 

- Prepare le^al notices for selling unclaimed property 

- Cljeck division accounts and money records for accuracy • 

- Write division activity reports / * 
Review duty lo^s and assign officers to posts 

- Inspect officer^' uniforms and check their patrol cars to see that they conform to standards 

- Dispatch first ^id units» sniper teams? and search-rescud units during emergencies 

- Cqnduct hearings in cases of officer misconduct 

- Train officers in police technicjues .1 

- Oversee arrests» fingerprinting! and related procedures 

- Supervise investigations of dru^ traffic and auto thefts 

- Patrol an assigned area to enforce lawsi investigate crimes i and arrest viola;tors 

- Take control at traffic accidents to direct traffici help accident victimsi and determine the 
causes of accidents 

- Transport or escort prisioners ^ * ^ 

- Serve subponeas anrf summonses 

- Escort defendants to and from the courtroom and stand ^uard during *court proceedings 



HOURS OF WORK/TRAVEL \^ 

- The scheduled workweek for LAU ENFORCEMENT OFFICERS is usually 40 hours. Hdweverf police 
protection must be provided around the clock. Therefore! some officers are on duty over 
weekendsf on holidays» and at ni^ht. POLICE OFFICERS are subject to call .any time their 
services are needed and may work overtime in emergencies; 

- Some of these Jobs reouire the use of police vehicles to control traffici patroKstreetsi and 
transport suspects and criminals* Travel may also be reaui red to attend meetin^Sf collect 
evidence^ serve summonsesf afid^ive talks before community drou^^s. 

SAMPLE PLACES OF WORK . ^ \ 



- County sheriffs' departments 

- Federal 9 stater and local courtrooms 



514 GUARDS 



Th.ese workers protect people and property. They may work al railroad, or street crossings > 
helping traffic or children cross hazardous areas safely ♦ They may ^uard buildings against 
fire^ theYtf or illegal entry. Some work as life sluards on ski patrols? insuring the safety^ 
individuals* Others may work as undercover agents in storesr watching for shopli-fters. Som% 
may drive armoured cars or act as body Guards* 



5142 CROSSING GUARDS 

CROSSING GUARDS watch over street or railroad crossings to take sure that people who are 
driving or walking are safe* Th'ea warn , people of approaching traffic and escort thek 

across streets or other crossings* Soie direct traffic at road bUildinM Projects or it school 
crossings* Others control railroad-crossina ^ates* 

SAMPLE WORK ACTIVITIES 

- Guard street crossing durinsi hours when childi^en are toinM to or fro* school 

- Direct the actions of dhildren and traffic to irake sure children cross streets safelw 

- Hrite down the license nuibers of cars that fail to observe traffic signals 

- Escort children across Streets 

- Place caution si^ns near crossin!i laneS ^ - 

- Stop speeding drivers and warn thei to sldw down 

- Guard arailroad crossini^ to warn deavers and, walkers of approaching trains ' - 

- Listen for trains fro» a watchtower • 

- Press buttons to flash warning signal liahls and lower railroad crossing Sates ^ 

- Place^ traffic^ control^ sislrts and larkers alon^ a road buildini^ site . 
-.Direct traffic through detouiy» 

- Uarh road builders of cars that fail to heed signals ^ * ■ ■ ■^ 

■ \' ^ • 

HOURS OF WORK/TRAVEL - . ' . 

■ • ■ ' ' ' . --^ 

- CROSSING GUARDS at school cpossinSs isy Work fsri tiiei before and after school hours. ^ , 

7 CROSSING GUARDS at railroad sites b»h wbrk during evenings i nidhts> weekends and holidays* . 

SAHPLE PLACES OF WORK . V " , ' 

- Schools ° 

-Construction coipsnies . • - , ■ ' ^ 

- Railroad -coKPsnies . 
-"State highway departments - ' 

<f ^. ' ,■ ^ » - . ^ . . ' 

' / 5144 GUARDS AND POLICEi EXCEPT PUBLIC SERWCE . , 

These peopl'fe protect or 3uard people and properti:*/ Soiie investistate firesi thtfts or other 
Ratters for individuals or businesses » SoMe drive arioured i^ars to transport ionew or 
valuables* Sote escort people to protect then froi' bodil«:r harii* Soie Suard business property 
against firei thefti ^and ille^ai-^ntra* . Soie ihyestiinte the«illeiial use of credit cards? 
investigate thefts in a store or locate ■fissind people*^ 

SAHPLE HQR(C ACTIVITIES ^ ' 

- Guard shipments of valuables carried bu a railroad * 

- Drive an armoured van to transport Rone«:i and valuables 

- Screen airline pdssen^rs arid' visitors for weapons? explosives? and other forbidden vticles 

- Guard plant Grounds? warehouses! or other property to control traffic to* and froii buiWinSs 
and Grounds 

- Guard property asiainst fire? theft? vahdalisi? and illestal entry 

- Investislate cash shortages occurinsi in the sales section of a departient store 

- Investigate cases of fraud involving the use of charafe cards reftorted lost i)r stolen 

- Conduct private investisiations to locate Rissintf persons 

- Patrol hotel, or Aotel property to ttaintaih order and enforce rults and laws 

- Invesii^att People suspected of obtaining utility services through fraud or erroj^ 

- Jlork ifi a store as arv undercover operator to check on the honesty of the staff and see if 
coipantf rules are beini followed ' 

-Keep order and enforce standards (^f behavior at spdrts events ^ , , 



HOURS OF «ORK/TRAVEL>^ , - " 

Soae of these Jobs reouire travel to transport valuablesi conduct investiiSationsf or protect 
pefiple fro» har*. ' A few Jobsi such as PRIVATE INVESTIGATOR or PRIVATE EYE taa occasionally 
reouire loni^ distance travel* • , 

iiam of these Jobs involve sbae evening and/or weekend inorki Soie Jobs offer opportunity for 
temporary ^or partHi«e work* V * 

SAHPLE PLACES OF WORK ^ . ^ 

Railroad conpanies ^ ' ' 

Private investigation fir«s 
Amoured car fims ^ 
Airline companies 
Security fims 

Retail stores ^ 

Industrial plants • ^ ^ 

Public utilities ' * " 

Hotels^ and restaurants . 

Golf courses and other recreation facilities 

Any business or industry • *^ 



5149 PROTECTIVE SERVICE OCCUPATIONS! N.EtG. 

People in these Jobs try to protect people and animals frdiThariB^ They also nay rescue and 
care for people or ani»als who have suffered injuries or" have other problems* Some maintain 
ordePr and safe conditions on school buses* Som safei^uari^ swiMers or sf^iers* Some 
inVestiiSate cases of aniaal cruelty or neiSlecti* or help relocate wild animals found in 
overcrowded areas* Some pick up stray »or unlicensed aniiRals and take then to a pound or 
shelter f These workers enforce regulations and May keep records and write reports* 

SAMPLE WORK ACTIVITIES , ^ 

- Maintain discipline and safety on a school bus 



ERIC 



* Direct the loading of students onto 
a school bus 

* Ride a scho6l bus to prevent . 
•fisbehavior and damage 

* Take part in bus safety drills 

- InvestiiSate animal cruelty and n^dlect changes 

* Interview witnesses to det * Take abused animals to a shelter for 
information " treatment and care 

• ;* Inform people of the penalties for * Inspect animal quarters for 

violating the humane acts of the law violations of the law 

t Feed starving animals and free * Write activity reports 

trapped animals 

- Conduct surveys to estimate the number of birds and animals in an area 

* Recommend changes in huntini^ an<^ ' * * Take pictures of /areas dataded by , 
trapping seasons bears? of other wild animals 

♦ -Recommend that animals in • t Give talks about wildlife to cjyi^;*} 

overpopulated areas be moved school i and sPorts j^roups about 

f Tranauilize and relocate deen beavf wildlife ' 

and other animals 

- Patrol ski trails and slope area's to help skiers and report - the condition of trails and 
slopes 

Match activities in swimmini^ areas to prevent accidents and help swimmers ' 

- Capture and impound (jnlicensedf strayi and uncontrolled aniials 

* Investigate complaints of animal 
bite cases /JL 

■ . ' " . ■ ■ ,'233 ^- ' " '.' ^ 



* Sm^pIu foodf wsten and personal 
care to aniaals in a pound or shelter 



HOURS OF HORK/TRAVEL 

■ • ■ • . ■ ■ * . ■•■ ' » , . ' " •• 

- Jobs such as ANIHAL TREATHENT INVESTIGATORi WILDLIFE COMTROL AGENTi and DOG CATCHER reauire 
travel to investigate clai«s^of aniaal abuse and to catch and relocate aniaals* 

- SKI PATROLLERS and LIFEGUARDS often «ust «rbrk during weekends* ^ 

•° SAMPLE PLACES OF WORK ' ' ° ' 

* r- . ■ . 

- Schools . ' L ^? 

^ Federal and State adenoids concerned with wildlife aana^eaent and preservation 

- City pounds^ 

- Hunane societies and afkiaal protection agencies 

- Ski resorjbs 

- SwiHin^ pools and beaches 

- Private coftpanies that provide protective services 



52 SERVICE OCCUPATIONS! EXCEPT PRIVATE HOUSEHOLD AND PROTECTIVE 

These workers provide services to people lin businesses? institutions^ health care, facilitiest 
and restaurants* They aay provide such personal services as barberin^ or aiding patients with' 
^rooikin^* Others nay assist health professionals in hospitals and dentist offices* SoRe work 
in entertainment facilitie&f helping with costuaes . or seatini^* Others work as cooks or 
waitresses in restaurants*'' Soae workers provide cleaning and buildind iaintenance service$* 



521 FOOD AND BEVERAGE^PIJEPARATION AND SERVICE OCCUPATIONS 

Workers in these occupations prepare or serve food or beverages* They nay cook food for 
restaurants? cafeterias? hospitals^ or hotels* they aay also work as short order cooks at 
lunch counters and fast food restaurants* Soae serve custoiers at food counters? fountains? or 
in cafeteria lines* Bartenders prepare alcoholic and other drinks for customers* Uorkers «ust 
keep work areas clean? inventory supplies? and nay keep records* 

5211 supervisors; FOOD AND BEVERAGE PREPARATION AND SERVICE OCCUPATIONS 

These people supervise workers who prepare and serve food in restaurants? hotels? and ^ other 
eatind places* They plan the types and aaounts of foods to be prepared? the order in which 
tasks should be done? and the nuiber of workers needed* They assign duties to workers and 
check their work* They inspect work areas for cleanliness? and order supplies and eouipaent as 
needed* They aay be responsible for hiring? training? and firini^ workers* They aay keep tiae? 
production and stock records* They also aay plan ienus and help prepare foods* ^- 

SAHPLE «ORK ACTIVITIES , 

- Schedule dining reservations 

- Arrange parties or special services for diners ' 

- Escort^uests to their tables 

- Handle custoier complaints ^ 

- Assii^n tasks to dining roon workers 

- Inspect serving stations for neatness and cleanliness 

• Order linens and other dinina roo* supplies for tables and ser^o^ stations 

'234 ; \ ■ • - '• 



- Approve invoices or bills for psyient ^ 

- Keep records of all the cash received in 3 day ' • 

- Plan banauetSf receptions! and other social functions 

- Suddest food courses and wines to custoners 

^-•Select recipes and plan Menus , 

- Take inventory of supplies and. eouipoient . . 

- Instruct cooking personnel in the fine points of coqkin^ 

- Cook afid carve »eats and prepare food dishes 
Supervise kitchen personnel aboard a ship 

- Coiftpile supply f overtime? and cost control records ^ 

, • . . . « 

HOURS OF WORK/TRAUEL 

- SOae of these Jobs nay involve early aornin^ i eyenin^i weekend? and/or holiday work» ^ 

- A few of these Jobs involve food preparation aboard ships and trains* These Jobs reouire 
travel f . • , • " 

• ■ ■ ■ ■■ . ^ ■ • . 

, SAMPLE PLACES OF WORK 

- Restaurants? clubs? and hotels ' , 

- Airline? ship? and train companies \ 
-Schools? hospitals? and other institutions 

Private industries , 



5212 BARTENDERS 

BARTENDERS prepare and serve alcoholic and nonalcoholic drinks for custoners ^in bars? lounges? 
restaurants? and clubs* They take drink orders fron workers who serve custodiers and froih 
patrons seated at the bar* They uiK drinks to order?' usind Many types of liouor plus soft 
^drinks? fruit Juices? crean? and soda water* They also ^erve snacks? order supplies? collect 
Payments? and keep. bar areas clean* Those who own their bar keep records? hire? train? and 
direct staff* ^ 

. \ . • . 

SAHPLE WORK ACTIVITIES - ^ 

- Hix liQuor? soda water? sudar? and other ingredients to prepare cocktails* 

- Serve bottled beer or draw draught beer from keds ' 

- Sell unopened bottles of alcoholic beverages to be taken fro« the pre»ises 

- Place bottled doods and Classes to Make attractive displays 

- Slice and pit fruit for decorating drinks 

- Prepare snacks such as pickles? cheese? and cold neats 

K - Order liouor and supplies * K , - 

^- Wash and sterilize classes . ^ . 

- Take payments for drif)ks and return the correct change 

HOURS OF HORK/TRAVEL • 

- Many BARTENDERS work overtime t . 
Hany BARTENDERS work at nidht and on weekends* - ^ 

- Soae BARTENDERS work a split shift* 

- Soie BARTENDERS work on a part-ti»e basis* 

SAMPLE PLACES OF WORK * 

■ ■ ■ ■ , ^ 73 ■ ■ " - ■ 

- Restaurants and bars ^ . - 
• ^ - Hotels 

^^y^ r Private clubs and lounises ^ 

ti\lC Private mties such as banauets and darites held irt restaurantsr hotels? or pri^^ate hoies 

. ■.' . . . , } 235 



5213 HAITERS AND WAITRESSES 

■ > , ■ ■ } . ■ . ■ • .- 

UAITERS AND WAITRESSES take food and drink orders fro* c(Jsto»ers in restsurantsi clubsi. and 
other estin^ plscest They also serve the food and drink to custosersi take out checksi arid 
soketiaes take pay^entst So«e have other duties as welli sijch as re»ovin5 dirty dishes and 
setting tablesf . ^, 

SAMPLE WORK ACTIVITIES 

- Give nenus to customers i answer their Questions about foods and servicesf and su^^est foods 
and drinks they iii^ht like 

^ Write food and drink orders on checks or tickets and take the» to the kitchen . 

- Total the charges for foods and drinks and return correct change ' I 

- Carve seati bone fish? and prepare special dishes or desserts at custoners' tables 

- Tefke dirty dishes fro* tables and replace them with clean dishes and linen • 
Serve drinks to customers -seated at tables in a bar or^cocktail loun^et 

HOURS OF WORK/TRAVEL • , 

■ . " , ■ • 

- Some WAITERS AND WAITRESSES work split shifts— that is? they work for several h^urs during 
the middle of the day? take a few hours off in the afternoon and then return to their Jobs 

for tjie evening hours* , ^ , ^ u t ^ - m 

- Most WAITERS AND WAITRESSES are expected to work on holidays and weekends ♦ Many work during 
fevenin^s or early morning hours* .xx^ xx- 

- Because of the wide ran^e in dining hours? these Jobs offer a ^ood opportunity for part-time 

- WAITERS AND WAITRESSES who work aboard shii?>s or trains may travel lonSI distartPes and spend 
much, of their time away from home* 

SAMPLE PLACES OF WORK 

J) 

- Restaurants 

- Clubs 

- Lunchrooms 

- Hotel dining rooms - ^ ^ - 

- Railroad dining cars 

- Passenger ships 



5214 COOKSf EXCEPT SHORT ORDER 



These people plan menus and cook foods in restaurants? hotels? hospitals? and other places 
where mpals are served* Their duties depend upon the size and kind of establishment* In small 
restaurants? one cook may prepare all food with the aid- of kitchen helpers* In larde eatind 
Places? kitchen staffs often include several COOKS and many l^eiPers* Each COOK usuall9 has a 
specialty* HEAD CQqKS or CHEFS direct -kitchen staff? plan menus? and buy food supplies* 



SAMPLE WORK ACTIVITIES 



- Design and prepare decorated foods and attractive food displays 

- Prepare breads? rolls? and biscuits * 

- Prepare? season? 3nd cook soups?, vegetables? meats? and desserts 

- Use blenders? mixers? drinders? slicers? and other kitchen tools to prepare foods ; 

- Follow recipes to prepare specialty fqods such as fish and chxpsr tacos? and past.ries 
^ - Plan and cook fdreisln-style dishes? dinners? a.nd desserts 

gj^^— Use leftover meats to prepare, meat loaves and salads , 



Mix and ifisurt irtSredients to tiske >ie5 and cobblers ^ ^ 

- Use 3 »e»safinsl cupt sMoof and scale to leasure tlourr waten and neast tor pizza dou^n 
-^ Barbecue porkf beef I . and chicken . 

- Prepare foods for school children to eat \ 
'- Hold ice creaft or sherbets into shapes 

- Prepare special diet foods 

Cook foods aboard a ship or train 

Order supplies Sfnd keep records and accounts 



HOURS OF WORK/TRAVEL - ; 

- COOKS in restaurants and institutions mw wo rk^ during evenings and on holidays and weekends^ 

- COOKS eeplotted in public and private schools work durinsf the school year only? usually for 9 
Aonths* '. * - * 



SAMPLE PLACES OF WORK 

'' . , , 

Restaurants and hotels 
Schools and colleiSes 

- Governnent agencies 

- Factories 

- Private clubs 

- Airport restaurants 

- Hospitals and rest hoaes 



5215 SHORT-ORDER COOKS 

SHORT-ORDER COOKS work at lunch counters f snack barsrdinersT and fast food restaurants* They 
cook foods that take a short tine to prepare? cook? and- serve* They also way take food orders 
fro* customers and Serve the food^to the* at counters or tables* In soae Jobs r they have other 
tasks such as as carving neati taking coffee? and taking payments for foods* 



SAMPLE UORK ACTIVITIES 



- Take food orders f roi customers at a lunch counter 

- Carve neat and fill orders f rofi a stea* table 

- Prepare sandwiches and salads * 

- Prepare beveraiSes at a snack bar 

- Serve foods to customers over a counter 

- Cook haibur^ers and hot doiss 

- fry bacon and e^Ss* . ■ ^ 

- Take payient for foods or write out charj^e slips 



HOURS OF ftORK/TRAVEL 
SHORT^ORDER COOKS lay work during evehinsfsr holidays i and weekends* 



SAMPLE PLACES OF UORK 



Fast-food restaurants 

- Lunch counters 
Snaqk bars 
coffee shops 

- Diners and dinette shops 



5216 FOOD COUNTERf FOUNTAIN i AND RELATED OCCUPATIONS 



These-people serve foods in plscei that offer fast servipe or special food delivery t So»^ work 
in csrryoutsf sods fountdinsi and cafeterias* Others serve fQods to hotel Quests or hospital 
patients in their roomsf or to drive-UP customers in their cars* They take food ordersi serve 
food ^and drinks and Ray take payments* At soda fountains or' diners? they nay al^o cook? fix 
sandwiches? and prepare ice creaft dishes* In cafeterias they fill trails with desserts and 
salads or Reats and side orders* 



SAMPLE UORK ACTIVITIES 

- Take food- orders fro» drive-up customers and deliver the orders to their cars 

- Present checks to customers and take payments for services 

- Serve food to diners seated at a counter • 
-Call food orders into the kitchen and pick up and serve the orders when they are read» 

- Prepare fountain drinksf sandwiches? and salads 

- Carry foods on trays or carts to deliver theft to hotel s^uests in their rooas 
-Serve cgstoiers of a take^'Out counter with food that will be eaten elsewhere 

- Serve sandwiches? drinksr^and candy to workers in a plant canteen 

- Prepare and serve soft drinks and ice crepa dishes at a soda fountain 

- Clean classes and dished- 

- Prepare food trays and deliver the* to hospital patients ^ 

- Serve food f roa counters and steaatables to cafeteria patrons 

- Brew coffee and tea 

- Use a cash reiSister to total checks. 



HOURS OF HORK/TRAVEL 

- Workers in these Jobs often work on weekends and holidays* Son^ work during the evehini^s* 

- Hany COUNTER WORKERS in fast-food restaurants and cafeterias work part-tiae* Soae work split 
lunch-dinner shifts and have a few hours off in the aiddle df the day* 



ERLC 



SAMPLE PLACES OF WORK 

Fast-food restaurants 
Hotel and aotel restaurants 

Coffee shops? alltni^ht diners? and other places wherp short-order foods are prepared 
Cafeterias 

Hospital food services t 
Drui^ store soda fountains and ice crean parlors 
Drive-^in restaurants 

Drive-in theatier snack bars « 
Canteens in plants? factories? and businesses 



5217 KITCHEN, WORKERS? FOOD PREPARATION 

These workers prepare cold cuts? seafood? salads? fruits? sandwich fillings? and other foods* 
They work in hotel or restaurant kitchens or other places where foods are prepared* Many 
specialize in preparing a certain type of food* Soae bone and carve neats? for exatple? or 
reibove shells froa seafood* Others aake coffee? tea? and hot chocolate or prepare saladsr 
appetizers? and other cold 4ishes* In larsfe restaurants? they often work under the direction 
of a head cook or chef* 

SAMPLE HORK ACTIVITIES 

- Cle.3n and prepare shriap? oysters? i^nd claas 

- Reaove aeat froa lobster shells and arrange it in cocktail sflasses 

Mix kftchup? horseradish^ jlMon Juice? and other ini^redients to aake sauces for seafood 

- Use carvinsi knives and aeiv-slicinsl aachines to carve roast beef and chicken 
•^^ Butcher and clean chickens r ducksf ahd f ish _ ^ 

■ 23B ■ 7S. ■ V.' 



- Cut itat and chttse $nd wtiah thei on 3 scale 

- Cut and tf i» iwrit to size as ordered ba a custOMf. 

- Prfcpare saladur fruitsi jwlonsf and ielatin desserts 

- Brew coffees teair and hot chpcolate 

- PrcMfe sandiiiches to custoeer order k 

■ • ■ f ■ ■ ■ ■ ' ■■ . • 

HOURS OF HWiK/TRAVEL 

- KITCHEN yORKERS iaa sqeetiees have to work during eveniniSsy weekendsf and holidays t 

SAMPLE PLACES OF WORK 

- Restaurants and hotel dining rooes 

- Coffee shops and cafeterias 

- Grocers shopst superearketsf and butcher shops 

- Delicatessens and oaster bars 

- Catering businesses 

- Larde ships 

- Hospitals 

- Colleges and universities 



5210 WAITERS' AND WAITRESSES' ASSISTANTS 

These people work in restaurants and other places where food and drinks are served* They_do 
Rana tasks to allow waiters? waitresses? and bartenders tore tiie to serve customers* The9 
clear and reset tables? for exatplef and carry soiled dishes to the kitchen* Thea clean up 
spilled food'and broken dishes* Theu man serve water? bread? and butter to customers and clean 
coffee Pots* So»e help bartenders keep the bar supplied with liouor? Mixes? and ice* Others 
carr» food and eauiptent td steaitables and serving counters* ^ 

SAMPLE WORK ACTIVITIES 

- Carry traHSyOf food to custoners' tables in a cafeteria . 

- 60 through 6 dining rbon and serve coffee to custoiers 

- Carra dl^rt^ dishes froi the dining rod* to the kitchen 

- SupPltt service bars with SOUPS? salads? and desserts 
^ Serve ice water and butter to patrons . \ 

- Clean and polish coffee urns and iilk dispensers * ^ - 

- Run errands \ ^ ' 

- Stock coalers with wines and bottled beer 

- Slice and Pit fruits used to decorate drinks 

- Wash and'polish illasses and bar eauipnent 

- Clean UP spilled foods 

HOURS OF WORK/TRAVEL V 

- Harts workers in this droup work during eveninsfs and on weekends and holidaas. 

- Hany of th^se workers work part-tiw. So»e DINING ROOH ATTENDANTS work onlB a few \^hours ^3 
daa during the lunch or dinner period* Others work both periods but ■»« take a few hours off 
in the Middle of the dau* 

, SAMPLE PLACES OF UORK* ■ ' 

' - Rtstsurants v - / . '., • ' ■ hjHi . ■ ' 

- Btrs or tavtrns ' / / 
^r.T^ '- Wotil dinintf roois 

ERIC" C*ftt*riii 



- Private clubs 



♦ 



5219 HISCELLANEOUS FOOD AND BEVERAGE PREPARATION OCCUPATIONS 

These workers do routine tasks to help with food preparation and service* They carry and hand 
out supplies t& kitchen workersf help prepare breads and pastries? wash and peel fruits ,and 
vegetables? and wash dishes and pans. They help keep kitchen areas clean and orderly* They 
ftay sweep and iop floorsi scrub counters? polish silver? defrost and clean iceboxes? and set up 
banauejt tables. Soiie call out food orders in a drive-in* or fast-food restaurant. Sone prfep.are 
food trays or stock food dispensing Machines* 



SAMPLE WORK ACTIVITIES r 

- Assist a baker in a restaurant 

. Carry ar>d hand out supplies? such as breads ' 

flour and bakind pans * Place doudh in $n oven to bake 

. Mix? knead? or shape douiSh for * Clean bakery utensils? eauip^ent? 

bread? or rolls and work areas 

• Grease pans used to Mold or bake 

- Help pastry shop workers prepare pastries " ^ 

• Mix and sh^pe doudh to iiake pies? 
cakes and Cookies 

• Wash and cut fruits for desserts and ^ 
Pies 

• Wash and scour pots and pans 

- Assist workers who prepare foods for hotels? restaurants? or ready-to-serve packages- 

. yash? Peel? cut? and seed vegetables food to work stations ^ 

and fruits i Reaove darbade 

• ^ . Clean? cut? and drind meats . Sweep and mop floors 

• Dip food iteas in cruabs or batter * Uash worktables? walls? and meat 
to bread them blocks 

. Stir and strain soups and sauces ♦ Scrape food from dirty dishes 

. Weidh and measure indredients # Polish silver and set up banouet 

. Carry pans» kettles and trays of tables 

- Operate a dishwashind machine in a ship's dalley ^ 

. Place dlasses in a rack** 
. Defrost and dean iceboxes 

. Stack servind stations with dishes ^ . 

and other supplies 

- Stock automatic food disf>ensind machines on passender trains 

- Call out food orders in a driv^-in or fast-food restaurant 

- Prepare meal trays in a commiss^r^y kitchen 

\ . . . • • ■ • 

HOURS OF HORK/TRAVEL 

- These Jobs may reouire evenind? weekend? and holiday work* 

- Many of these Jobs offer opportunities for part-time work* j 

SAMPLE PLACES OF WORK 

- Restaurants and hotel dinind ! rooms . * 

- Bakery and pastry shops 

- Ship kitchens * 

- Hospitals and other ilive-in insititutions that have kitchens 
© - Railroad companic^s 

ERIC" l^ood catering businesses 
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- Butcher shops ' • 
Fasttood restaurants 

- Airline teminal restaurants 

^ Businesses thai prepare food for vending Machines 



523 HEALTH SERVICE OCCUPATIdNS 



These workers help patients and health professionals* They may assist dentists with procedures 
or take K-raySf Others ■ay perform tasks in hospitals^ such as iftixinis druis preparations or 
cleaning work areas* Others nay take teaperatures? bathe patien^r; and clean patients' ropas. 
Soae help patients ^et aroundt run errandst answer call bellsi andi in patients' homesf help 
with aeals and laundry* ' 



5232 DENTAL ASSISTANTS 



DENTAL ASSISTANTS work with dentists as they examine and treat patients* They make the 
patients comfortable in the dental chairs prepare them for treatment i and obtain their dental 
recordSf They hand the dentist the proper tools and materials and keep patients' mouths clear 
by usind suction or other devices* They prepare materials for makini^ impressions and 
restorations! and process x-ray filmf They also instruct patients in oral health and prepare 
instruments for sterilization* Some perform clerical duties as well* 




SAHPLE WORK ACTiyiTIES 

- Take and record medical and dental histories 

- Hake impressions of people's teeth for the dentist to study . 

- Sterilize instruments and eauipment 

- Instruct patients in the care of their teeth and i^umsi as prescribed by the ^dentist 

- Prepare tray setups for dental procedures 

- Keep patient treatment records , 

- Poun trimi and Rolish study casts ^ " 

- Clean and polish VJental tools 

- Tell patients how to control plaoue 

- Keep appointment records and take payments for dental services 

HOURS OF HORK/TRAVEL 

- Host DENTAL ASSISTANTS work durinsr rei^ular office hours*- 

- Some DENTAL ASSISTANTS work part-time* 

^ SAHPLE PLACES OF WORK ^ 

- Private dental >pff ices \ 

- Dental schools \ 
-Hospital dental ^departments 

• State and local Public health departments 

- Private clinics 

- Federal siovernment of fices> especially in hospitals. and clinics of the Public Health Servicei 
the Veterans Administrationf and the military services 
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5233 HEALTH AIDESi EXCEPT NURSING 



HEALTH AIDES work under the direction of doctors or other health specislists* Their duties 
rande froi cleaning work sreas and eouipiient to treating patients and perforiind clerical 
tasks* Then man mix drud preparationsi label ledicinesf run errandsi or assist in exaiinind 
patients* Soie drive an aibulance to Pick up and deliver patients* * 

SAHPLE WORK ACTIVITIES ' 

- HiM drud preparations>c as difected by a phariacist 

t Label drudsi cheiicalsi and * Wash and sterilize bottles? beakerst 

ledicines and other dlassware 

* Deliver dru^ orders and run errands * CoRPute the charges for druds 

- Give aassa^es and heat treatnents to patients? as directed bu a physical therapist 

i 

* Apply traction devices to patients * Take inventory and order supplies 
to relieve their pairi * Help plan and conduct proslrais to 

* CoRpile infomation about patients restore patients' health 

and their progress during therapy * Design eouiPient for^ clients that 

* Train patients to use crutches? will help thei be lore self-sufficient 
canes? walkers? and wheelchairs 

- Perfori routine lab tasks related to processing blood 

* lExaiine blood stock to lake sure all 
units are in proper condition 

* Schedule blood processing runs 

- Help a doctor durind physical exais of patients 

* Write histories of Patients' * Prepare treatment roots for the 
accidents or illnesses exaiination of patients 

* Help lift patients onto an exaiinind * Hand instrunents and materials to a 
t^ble doctor y as directed 

* Take and record patients' * Help prepare dressings and develop 
teiperature and blood pressure x-rays / 

* Answer the phoner schedule * Help patients dress and undress 

. appointments? and fill out insurance * Take patients to and froi treatment 
forms class - 

* Prepare and mail dut patients' bills 

- Prepare bodies? specimens of human ordans? and the mordue room to help a doctor examine 
corpses 

'■■^ , , " ■ . • " ■ - ■ 

* Lay out surgical instruments and lab 

supplies needed for exams ' 

* Take fingerprints and x-rays to 
identify dead persons 

- Drive an ambulance to transport sick or injured persons 

HOURS OF HORK/TRAVEL 

- Spme of these Jobs may involve eve'nind? nidht? and/or weekend work* Others involve a 
standard 35-40 work week durind regular office hours* 

SAHPLE PLACES OF WORK 




Hospitals and clinics 
Pharmacies - 
Doctors' offices 
Horsiues 

Hfdical laboratories OU 



5236 NURSING AIDES» OjtDERLIESi AND ATTENDANTS 



These workers perfor* 3 variety of duties to care for sick and injured people* They answer 
patients' bell eallsf delivei^ nessadesf serve ■ealsi and take beds* They also feed f bather and 
dress patieftts* They nay take teiperatures and help patients det around* Sone ftay store or 
iove Medical supplies and clean patients' rooas* They msb work in hospitalsi nursini^ hoMesf or 
patients' hones* In patients' hoaes they *ay also clean laundryy Plan »eals> shop for foodf 
and prepare fteals* , 



- Care for ai^ed or handicapped patients in their holes 

- Wash and iron patients' lauftdry 

- Piirchase. and prepare foods for people who are recoveriniS fro* an illness 

- Help patients bathe and dress 

- Bive patients alcohol rubs 

- Read to or play cards with patients 

- Visit several hones to provide day-to-day health care to patients 
Give first aid to injured workers in a plant 

- Serve food trays and feed patients who need help 

- Push patients around in a wheelchair or help then to walk 

- Hold instruments for doctors and nurses who are treating patients 

- Record the liouid intake and output of patients 

- Lift patients into and out of beds 

- Empty bed pans . 



HOURS OF WORK/TRAVEL 



- ATTENDANTSf ORDERLIESf and AIDES in hospitals usually work 40 hours a week^or less* 

- Many or these workers nust sonetines work during nldhts? weekends f and holidays* 

- HOME ATTENDANTS often "work part-tine* 



SAMPLE PLACES OF WORK 



- Hospitals 

- Nursini^ hones 

^ Private households 

- Public health and welfare agencies 

- Private health care agencies 

- Community health or welfare ori^anizations 



524 CLEANING AND BUILDING SERVICE OCCUPATIONSr EXCEP/ PRIVATE HOUSEHOLD 



Workers in these occupations insure that buildini^s are safe and clean* They nay clean roons in 
businesses? hotels? or hospitals* Gone do ninor repair workt enpty trash? and clean floors and 
restroons* Others inspect buildini^s for pests that they e^terninate* Other workers operate 
freii^ht and Pdssender elevators? ^ive'infornation? and Help deliver supplies and eduipnent as. 
needed* Sone workers supervise the work of others? keep records? and order supplies and 
eouipnent* ' * . . \ ' 



SAMPLE WORK ACTIVITIES 



- Help wonen durini^ childbirth 



8i 




0 
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5241 ^UPERVISORS; CLEANING AND BUILDING SERVICE WORKERS 

These j^eople supervise workers who provide clesnin^i taintensncef and other building services 
in hdl^Sf schools? tsctoriesr and other places* Thea interviewf ^ hirei ^traihi^ and assign 
duties to workers* They issye supplies and eouipnent to workersi keei^rack of supplies ori 
handr and order tore supplies as needed* They check work to see that it teets standards and 
handle service complaints* They keep ti»e records and Ray recowend that workers be fired or 
promoted* They alrso plan work shifts to meet service demahds* - 



SAMPLE WORK ACTIVITIES \ 

' Check work to Rake sure it neets standards of cleanliness^ ' 

- Take inventories of stock to take sure enough supplies are on hand 

- Investigate coiplaints about housekeeping service and eduiptent 

- Examine rojORSi hallsi and lobbies to see if they need re*odelin^ 

- Train new workers in housekeeping duties ^ V 

- Supervise robi preparations. for banauets and conventions- ^ 

- Instruct workers to collect and arrani^e itens needed for a convention? such as furniturei 
dispjaysf and microphones ; . x i ' 

- Supervise workers who handle ba^^a^ei operate elevators? and clean public areas jn a hotel 

- Supervise porkers who provide housekeeping services for a ship's oft^icers and crew \, 

- Order supplies'f such as soap? scrub Brushes? and »ops " 

- Supe|^vis.e workers who provide pest control services 

HOURS OF WORK/TRAVEL \ 

- Sotte of these Jobs iay involve evening or weekend work* _ 

SAMPLE PLACES OF WORK ^ ' 

- Hotels and inotels 

- Hospitals and nursing hoses 

- Schools . ' 

- Apartaertt complexes r , 

- Ship lines <^ 

- Manufacturing co»panies 

- Business offices 

^ - Companies that provide housecleanin^ and maintenance services 



5242 MAIDS AND HOUSEMEN 

' - ■t"'^ 
MAIDS and HOUSEMEN clean rooms in hotels? motels? hospitals? dormitories? office buildings? and 
othMl such ..places* They also may provide services to Quests 6r residents* They clean wards? 
bedrooms? baths? offices? and halls* They alscf deliver laundry? make beds? and replace^ soiled 
linens and drapes* They may move and arrange furniture? turn mattresses? and deliver Tv sets? 
cribs? roUaway beds and other items to rooms* Some also may clean swimming pools? drivetjiays? 
and dara^e areas* 

SAMPLE WORK ACTIVITIES 

- Make beds and vacuum carpets 

- Wash bedframes? brush mattresses? and remake beds after patients leave the hospital 

- Keep storage rooms neat and orderly 

- Remove patients' trays and dishes ' 

- Sort? count? and fold towels and other linens in a school dorm? hotel? or beauty parlor 

- Move furniture? han^ drapes? and roll carpets 

- P<*epare sample rooms for sales meetings * ^a^:. 

- Decorate rooms for banauets 
Q - Deliver baby cribs and ironing boards to Quests in their hotel rooms 

Collect soiled linens .for laundering 



cnir^- collect soiled linens , for launderins 
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HOORS OF UORK/IRAVEL . 

^ in sotte JobsfHAIDS 9nd HOUSEMEN asu be reQuirad. to work at ni^hi and on weekends and 

holidays* ■ ± ■ ^ ^ ^ ' " ' ' • 

• So»e HAIDS and HOUSEHEN work parlHUe* . 

SAHPLE PLACES- OF WORK ' 

- Hospitals and nursind ho»es ; 

- Hotels fiotelsf and tourist hones ' . 

- Restaurants and clubs 

- School and colleise doraitories * ^ c 
Beauty parlorsf barber shopsi and other businesses 



5244 JANITORS AND CLEANERS ^ 

^ . . \ ^ ' . ; - ' .•: 

JANITORS and CLEANERS keep jp^ff ice buildinds? hospitals? stores? and apartnent houses clean and 
in i^ood conditioni They fix leaky faucets? eipty trash? Service restroomsy and, mow launs# 
They also do ■inor painting and carpentry Jobs? wet-iop floors? vacuui carpets? dust furnitures, 
nake ninor repairs? and kill insects* They use nany different tools and cleanini^ iiaterial«^*^ 
^Sqjie do heavy cleaning work* They aay wash walls and windows? ip^e furniture? shovel snowy and 
renove heavy trash* 

■ r ' ■ ■ 

. - ' . ■ ■ — . " . *• ' ■ ■ 

SAHPLE UORK ACTIVITIES * ' 

- Sweep floors and scrub shower stalls^n a dolf .club locker root ^ ^ 

- Adjust controls to heat or cool rooAS / ^ ^''^"^ 

- Clean soot f ro» chinneys 

- Clean roo»s where workers shower and chani^e clothes " . - 

- Clean and polish lii^htxn^ fixtures in an off ice buildini^ " , * < 
^ Cut and tf ii israss at an apartnent complex * ' 

Use power 'eQUip«ent to rewve' snow around office buildings • , <^ • " - ' 

-.Carry supplies to depart»efits in a factory or plant" 

- Arrange boxea and' Materials in a neat and orderly Manner ' 

- Clean lint? dust? oil? and urease fro« machines^ in a plant 

- Scrub processinis tubs and tanks . 

^ Pick UP trash on plant ^rounds » 

- Clean lab eoulPaent such as i^lassware and metal instrunents » / - 

- Clean walls and ceilings in offices * ^ 
Sweer' the floors of a cotton-bale plant ^ v ^ , 

- Clean? waxr and polish floors by hand or Mchirie • 

- Replace ftirnace filters 

■ /' * ■ ^ ■ . . 

. . ' . . . ^ -. . ■ 

HOURS OF WORK/TRAVEL ^ ' / 

, • ' i" ■ . . . ^ *. . ■. ^. ; ■ 

- Hany JANITORS and CLEANERS work evening hours* Soae Jobs? howevery such as SCHOOL CUSTODIAN? 
call^for daytine work* - n 

In buildinds reauirinl 24*-hour laintenance? JANITORS and CLEANERS »ay work^n shifts* 

- Many people in these Jobs work partHiie*' v ^ . - 

• • . ■ „ • • ■ ■ - 

• SAHPIE PLACES OF UORK ^ > 
-< Off ice. buildings ° 

- Fdciories ' ■ ■ ' ' ' ' ' ■ ■ " ■ 

- Schoals . , §Q 

rt - Awptient houses' «' . w^r , , 

^ - -~ HosHtals ; . . • . ' ■ ■cs, ■ 
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Reereaiidn facilitiesf such 3s theaters and stadiuas 
Firks that swf^It^r building aaintenance services on a contract basis 
Stores and businesses^ . 
Nonprofit orstanizations - 
UtiUtH coftpanries 
An» industry 



524$ aEVATOR OPERATORS 



These workers operate elevators to Move people and freight between floors in a- building* They 
•an also dive information and directions to passengers and help thea det on and off the 
elevator* .So»e «ay use handtrucks to reMve Materials and eQU|PMeni f roa the elevator and 
deliver then where they are wanted* 



8AHPLE WORK ACTIVITIES 



- Push buttons and Move levers to dfontrol the iovenent of an elevator . 

1^ Open and close the safety ddte and door of an elevator at each floor where stops are «ade 
-=*Tell passengers where to find off icesi pjroductsf or people - 

- Sweep or vacuui the elevator 

- toad naterials onto and off of the elevator 



HOURS OF ^Qt^K/TRAVEL 



(No Information) 



SAMPLE PLACES OF WkK 



- Department stores^ 

- Office buildings / 

- Warehouses ' 
Apartment buildings 

- Hotels : 

- Industrial and commercial firms 



^ ^^^^ 
5246 P£ST CONTROL OCCUPATIONS 



RatSf micer and common household inseetsr such as flies and roacbeSf ruin /food and spread 
diseases'* .Termites eat woody and mosouitos carry diseases* PEST CONTROLLERS protect people 
and property from these vermin* They inspect and treat restaurpntsi/hotelsi food stor^s^ 
homesf and .other places to locate and destroy pests* They use chemicals i Poisonou^^asesy and 
mechanical traps to kill pests that infect buildings and surroundin^r areas*^ 



SAHPLE WORK ACTIVITIES 



-Release poisonous das ^nd set traps in buildings to kill termitesi.beetlesy and other pests 
'^umpect buildings to identify pests^ that are causini^ damage and to determine how to n treat 
th^m . - * ^ ^ 

' Use handtools and power tools to cut openings in buildiniSs. to det to infested areas • - 

- Bore holes in concrete around buildings to inject chemicals to kill termites^ 

- Spray chemicals from a tank to kill fosouitos in dfainade ditches 

Place poison bait in^torm .sewers to "^kill rats ■ ^ . « 

- Measure rooms.with a. rule to, fixture out how much busl killer to use and how muclrii will -cost 
* *^ Discharge s(as into buildinsfs throuih a hose 

\^ - C»fry lumber and tools to worksites • 
Y-rnn^ under buildings to femove litter before spraying there ^ , - i 



HOURS OF UORK/TRAVEL . ^ ' 

Soiie PEST CONTROLLERS work overtiie during spring and suwer Mqihs when ■ore pests are 
around* ^ . . . . . . 

PEST CONTROLLERS who service restaurants and stores aau soietiies work at niishts* ; 

SAHPLE PLACES OF WORK ^ 

Private pest control tir«s 

Federalf states and local doyernsent aisenpi^s 



s 

5^49 CLEANING AND BUILDING SERVICE OCCUPATIONS! N*E*C. 



People in these Jobs provide services tq help keep hotels? •otelsi/lodiSesf office buildiniSSf 
apartnentsr and si»ilar places clean and co»fortable» Thes Bay perfor* cleriGali housekeepinsf 
or fcaintenance duties.. Sowe register and assign auarters to isuestsf collect fees? issue 
supplies and maintain lawns at a tourist canpi »otelf or lodisev So»e deuyerf mstallf and 
service air-fresheniniS devices in apartment f office? and other fauildiniss* So«e repaxi^r 
replacef and clean li^ht fixture parts in these and siiilar Places* ' 

SAHPLE WORK ACTIVITIES ' / 

- Perfom a variety of clerical? housekeeping? and maintenance duties at a tourist ca»p?* resort 
or trailer park . 

J' ' ■ . 

t Infora Quests of services antt- * # Issue soap? towels? and other 

facitities available . supplies to duesj;s 

. Register iSuests? assign then roo»s t Swee? ^nd ■Op floors . p . 

or trailer spaces? and collect rents * Mow lawns and kes^ recreation areas 

from then * ^ neat and clean ^ 

■ ■ » ' ' ...... 

- Deliver? install? and service air-freshenind and air-cleanind devices in buildfniSs - 

. Drive a delivery truck to deliver # Refiji dispensers with cheiicals ^ _ 

air^freshenin^ devices and chetical that freshen the air ^ 

refills to customers' buiidinds' • Use a wire brush to clean dispensers 

. Attach dispensers to walls? usiniS • Clean toilet bowls and washbasins? 
handtools ^ith brushes? sponi^es? and cleaners 



Replace parts to li^ht fixtures used in buildings 

. Use handtodls' to repair switches and • Clean-4ixtupes and lamps 

sockets . . * Order and keep a supply or bulbsi 

f Replace bulbs? tubes and switches^ tubes? and replaoemertt parts 



, HOURS OF WORK/TRAVEL ' » 

- AIR PURIFIERS and LIGHT FIXTURE SERVICERS fypically dri^^e throughout an assigned territory to 
* service buildings in their area* They also may make service . trips upon reauest b9 

businesseSf * - ; . 

; SAHPLE PLSCE^ OF WORK • L 

- Apartment' complexes and office buildi^^ - ' So 
Q - Hotels* tourist camf^sf trailier pa tksi vacation resorts { and lodges 

ERylC " CoiParii^& that provide air deodorizing products and services 



CoMPanies that provide Maintenance services 



525-6 PERSONAL SERVICE OCCUPATIONS 

These porkers perfori services for others* Thea aaa work as hairdresjsers or barbersV cuttinis 
and staling hair or i^ivin^ aanicures and shavest Others taa work in so«e area of 
^entertainment t. Thea aaa take tickets at events^ usher pqople to seats » aid .performers with 
costuaesr ,»ake travel arran^eaentsy or act as tour guides. Others help travelers with luj^^a^et 
provide social service assistancei or help children with ^rooains or plaa in schoOlsf honest or 
hospitals* ' ^ 



IRS; PERSDfML 



ERIC 



S2S1 supervisors; personal service occupations 

People in these Jobs direct the activities of workers who Provide personal services to 
custoners* The workers thea supervise aaa/be CADDIESf AIRLINE ATTENDANTS f PORTERS i ilSHERSr or 
other service workers* Their work dutires differ soaewhati depending on the specific Job* 
SUPERVISORS Plan work schedules^ explain coapana policies to wbrkersr and linforce safeta and 
other rules* Thea resolve .work probleis and iaa assist workers » keep work recordsf order 
needed aaterialst and aaa^irer trainy and fire workers* 

SAHPLE WORK ACTIVITIES 

* -% Make sure workers are usind the ridht procedures and Materials to cut and stale custo>ers' 

hair » ^ - 

' ^ Direct workers to be polite to customers and to keep their wark areas neat and clean 
Order eauipnent and supplies for workers to xjse ' . 

* Settle customer coiplaihts 

- Make dut work schedules for hotel PORTERS 

- Advise workers on what to do wheh "dustoners -sake unusual reouests ' 

- Hire and train new workers ^ 

- Call BELLHOPS to take hotel Quests to their rooms ^ 

- Inspect workers for neatneiss and uniform dress 

- Train workers to lead exercise session's in a health club 

- Prepare cofttract forms for patrons to obtain health club services 

- Assiisn CADDIES to Golfers • 

- Train workers who tend rides at an amusement park 

- Supervise workers who deal cards in a i^amblinS house 

- Explain i^amblind rules to patrons 

- Keep records of workers' time s 

- Evaluate workers' performance , , ^ 

- Supervise workers who store Quests' coats» hats» and other personal items ma cheekroom 

HOURS OF WORK/TRAVEL 

- Mana of these Jobs reouire evenini^ and weekend work* ' . 

SAMPLE PLACES OF WORK 

- Barber shops and beauta parlors ^ » 

- Amusement parks and recreation centers 

- Theaters 

- Gambling houses 

- Airline companies • 

- Health clubs 

- Gqlf courses ' 

- Hotels and restaurants * O r^ 
^ - Hospitalita houses OO 
O - Anil irnlustrtf or place where" personal services are provided 
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5252 BARBERS 



- BARBERS cutf tri» and style hair* They nay also color ov strsislhten hair ind fit hairpieces* 
Many BARBERS offer other services? sych as hair and scalF treatientsf face Mssaiaiesf shaves* 
and shaipoosf As part of their Jobs? they Bust keep their scissors? coibs? and other 
instruaents clean and in «[ood condition! They clean their work areas and lay sweep the shop 
as well* Those who own or liariade a shop also order^supplies? pay bills? keep records? and 
hire workers*. V ' * 



SAMPLE WORK ACTIVITIES . 

■ s ■ ■■ . • - ■ ■ . - ' 

- Cut? blow dry? trim? and taper hair ■ ^ 

- Use scissors? clippers? coabs? and blow-out sluns 

- Put lather on Ben's beards and shave the» . 
~ Use a razor to shape hair around people's tenples and necks 

- Massage a custoier's face? neck? and scalp 

- Stymie customers' hair — 

- Sh^ipoo and dye hair 

- Put shaving lotions on faces and necks 

■ , • ■ . ".■ ■ ■ ■ ■ ■ ■ \ . ^: 

HOURS OF WORK/TRAVEL 

- Most full-tiae BARBERS work acre than 40 hours a week? and a workweek of over 50 hours is not 

Saturdays and lunch hours are usually busy ti»es for BARBERS? abut they nay take tiie,off 
during slack periods* 



SAMPLE PLACES OF WORK 



- Barber shops 

- Unisex salons 

- Government aiSencies 

- Hotel ^and department store barber sho*»s 

- Military services 

- Home barber shops 




5253 HAIRDRESSERS AUD COSHETOLOGIStS 

The main task of HAIRDRESSERS and COSHETOLOGISTS is to help people look attractive* Thgy 
shampoo? cut? and style hair and advise on hair care* They often straighten? curl? bleach? or 
dye hair* They may i^ive manicures and facials? advice on the use of makeup? and clean and 
style Mi^s and hairpieces* Most make appgintments and keep records of products used by their 
reiSular customers* Those who run their own shops hire and supervise workers? keep business 
records? and order supplies* - ' . '" \ ^ ^ 

SAMPLE WORK ACTIVITIES ^ • \ 

■ * ■ ■ 

Clean? shape? and polish cusj^omers' fini^ernails and toenails 

- Use a brush or applicator to apply bleach? dye? or tint to color customers' hair 4, 
Shampoo hair with water and liouid soap , ' ^ 

- Rinse hair with water? lemon? vineSar? or prepared lotion 

- Use clippers? scissors? razors? and blow-Siave isuns to style hair " , 

- Apply wavind lotion to hair and wind the hair around rollers 

- Shape and dolor eyebrows and eyelashes 

- Read a movie script to decide what hair styles actors and actresses should nave 

- Create new hair styles for Mtrons * - 

- Arrande hair on wi ds according to pictures or photos 

- Spray hair with lacauer to keep it in place 
Apply makeup? beards 1^ and wias to performers ^Q^j * 
Pot makeuf^ on movir or TV stars to make them; Idok olderObir younger ^ 



T Appla aireasepaint to the 3r«s and le^s of perfor«ers 

^ Prepdf^ dead bodies for burial clBsniM and staling hain diving nanicuresi and apH^ind 
aakeup 



HOURS OF WORK/TRAVEL 



- Han^i full-tiae HAIRDRESSERS and COSMETOLOGISTS work acre than 40 hours a weeki including 
during evenings and on Saturdays when* beauty salons are busiest » ^ 

- A number of HAIRDRESSERS and C0SHETOL06ISTS work pdrtHiae« 



SAMPLE J>LACES OF WORK 



- Beauta salons , t ^ 

- Unisex shops 

- Barber stalind shops 

" Department storesi hospitals and hotels where beauta or hair care services are offered 

- Motion picture studios ' 

- For aourselff as an independently eaploaed HAIRDRESSER or COSMETOLOGIST ' 



5254 attendants; AMUSEMENT AND RECREATIONAL FACILITIES - 

, ■ ■ , -* ' . ■ ■ '* ' ■ - . 

These people provide services tp people at aauseaent or recf^ational places? such as ^olf 
courses? bowlihd alleasi pool hallsi and carnivals* Thea issue eQuipneni to people and iaa 
help thea schedule the use of facilities* Thea^Collect fees for ^anes plaaedi and infori 
plaaers of rules concerning dressv conduct? or eauipaent* Theiif also man repair? sell? or rent 
out eouiPMent* Thea naa provide services such as carraln^ ^olf ba^s or rackinst pool balls* 
Thea maa tend rides at a carnival or fair or entice passer^-ba to ehj^er side shows* 



SAMPLE yORK ACTIVITIES 



- Work as a desk clerk at a bowline alley 

- Rack pool balls at a poolroo* * V 
-Schedule th^ use or ^olf courses? tennis courts? and softball diamonds 

- Repair? rent? or s^ll ice^kates and eouipment at an ice-skatins rink 

- Tend a powered lift to transport skiers up a slope 
-Carry ^olfba^s around a §olf course for players 

-Drive d vehicle equipped with a trailer that picks up ^olf balls froM a fairway 

- Guess the weight of patrons at an anuseaent park 

Encourage people to take part in Barnes at concession booths in parks? carnivals or sinilap 
places 

- Try to attract patrons to carnival events by calling out inforadtion about the nove^lty of 
events * 

- Tell patrons how to operate rides at a carnival or fair 

- Drive a train. ride at a park or carnival 

- Tend eouipaent desisfned toaau^e? excite? or aystify patrons of a fun house 
-Show patrons how to ^uide crafts? such as rowboats? canoes? and lotorboats 

- Collect tickets or cash fare^ for aauseient rides 

- Play poker at a ^aablin^ house * ' 

- Help patrons Mount and ride anin^ls at an anusenent park 

- Drive a horse-drawn vehicle to carry people oh sightseeing tours 



^HOURS OP WORK/TRAVEL 



-Many of these Jobs involve weekend and evening work* Many jobs offer opportunity for 
teiporary or part-tine work* * 




SAHPLE PLACES OF WORK " „ ' 

CdrnivalSf fair$f anfl other ajiuse^ent *fScilities . ' 

Gaiblinsi parlors or houses 
Recreation facilitiesr such as aolf coursesf tennis courtsr sandlot and softball fiiBldsf and 
•public parks . r .j?/ 

Skatina rinks ■ * 

Bowliha alleys . 
Billiard parlors and pool halls c 
5ki resorts ^ ^ 



5255 GUIDES 

GUIDES escort individuals or-^r^ps on tripsr eruisesf and tours* Some take people on trips to 
huntf fishf ride horsebacks C3«Pf or clittL nduntains* They «ray plan these trips and instruct 
party ie«bers» Others escort people around a city or on tours through ■useu»sf factorieSi 
historical sites f l\f stationsf or other places of interest* They aay take travel arran^enents 
and often point out iteis' of interest* . In so«e Jobsi GUIDES direct or escort patients and 
visitors in a hospital* 

SAMPLE UORK ACTIVITIES ^ - 

■ ' - .• ■ • *• ■ ^ " ^ . ^ ■ ' ■ ■ ' ■ ' ' 

Fiaure out the best route and sites for huntina and fishina trips 
-Arrange horse f boatr planer m other transportation for fishina trips 

- Teach others to use huntina and fishing dear 

- Prepare neals at a canpsite 

- Give first aid to injured fishemen - 

- Organize and lead a iountain-^liinbinsi Sroup , 

- Instruct pebple in the use of nountaih-cliabina eouiPAent 

- Plan a foreign trip for tourists 

-Help tourists aet passports and visas . / . ^ ^ 

Drive a siahtseeina bus to art aalleriesr Ruseuns or battlefields and describe points of 
. interest alonS the way 

- Pack hordes with supplies for caapina trips 

- Entertain dude ranch auests with sonas and stones 

- Escort foreign visitors around , a city " 

- Tell tourists about thie sizer value and background of historical sites ^ 

- Take aroups of people through a factory or plant and explain how the aachines dPerate 

- Lead tours through radio and TV stations . ^ 

- Guide Plant visitors to offices dr departnents • \ < . 

- Direct or escort hospital visitors to specific areas in the hbspitaL. ^ ' 

'.■■*■ ■ - ' J 

- HOURS OF WORK/TRAVEL ^ ^ > 

- GUIDES who lead huntina^ fishinaf Mountain-cliiibinaf or ca«pin^ parties often work durina 
eveninas and weekends* They «iay travel lon^ distances to conduct expeditions or lead 
parties* » . , 

- GUIDES who escort foreign visitofsy lead tour aroups in a dtyy or escort hospital visitors 
nay work on weekends or durina evening hours* 

- For so»e GUIDESv work m«4 be seasonal* " 



SAMPLE PLACES OF WORK 



Travel agencies or businesses that sponsor tours \ 
LarSe coipahies' or industries that offer plant tours * 

Huseuisi^ art aalleriest dr^other places of Public interest * . \ . . ' 

Federal and state agencies or nonprofit organizations that iana^e or preserve historical or 
natural sites ■ " 

Radio and TU networks and stations . 

Maeation resorts and dude ranches / • * ^ . 

Hospitals and larst clinics - * 



5256 USHERS 



JJSHERS^take ticketSf dive out' Frodr9MSf snd esbort people to their seats in public places* 
Then al'so^ ft3u be responsible for turning bush people who do not have tickets* The» lau work 
durind sports events? loviest pj^susy concerts or other entertsinanet events* Soietiies the» 
help people search for lost objects or find the restrooas or telephone^ i ' 



SAMPLE WORK ACTIVITIES 

- Collect tickets and passes froa people at an entertainftent event 

- Refuse to adait people who do not have tickets or who are not properly dressed 

- Direct peoPl^ to their seats 

- Give door checks to patrons who w^ish to leave for a short tiae • ^' 

- Count and record t\\e nuaber of tickets collected 

^ Hake sure that onl» people with press passes det into the press boK at a sports event 

- Tell theater patfons where the restrooas and telephone are located 

- Run errands and i^et drinks and snacks for people in the press bo}< at a sports event 

- Help people find things thea lost during a aovie pr concert ^ 



HOURS OF HORK/TRAVEL 

. ■ . ■ . ^ . . . ' , , . . . f ■■- 

- Hanv USHERS have to work during nidhts and weekends* Soae work durini^ holidays* 



SAHPLE PLACES OF WORK 



- Theaters that offer aoviesr plaasf operas? and other entertainaent 
-Any sports stadiua? arena? or field 

- Carnivals or fairs where ^daission is charged 

- Circuses and rodeos 



5257 PUBLIC TRANSPORTATION ATTENDANTS , 

People in these Jobs provide services to plane? sHip? bus? train passengers to help keep thea 

coafortablGf and happy* They dreet passeni^ers and explain the use of safety eauipaent* They 

aay serve refreshaents or aeals? answer Questions about travel schedules? roUtesi and services^* 

They aay assist passengers who are ill or help f eed ^and care for children* They aay provide 

passeni^ers with Playing cards? pencils? pillows? or other iteas* Soie collect tickets^ and 

direct passeni^ers to their seats* 

... ^ ■ ■- ^ ■ . 

J. , - ■ • 

SAHPLE WORK ACTIVITIES 

' • ^ ' --^ ■ : ^ ■ 

- Issue sun pads and sports eouipaent to passeni^ers on the deck of a ship , 

- Carry baddade to passeni^ers' Quarters 

- Serve cold drinks d^d snacks to ship passen£^ers 

Greet "Plane passenslers and^ assign thea to seats . ^ 

- Explain the use of safety eauipaent? such as seat belt^^ oxy£^en lasks? ^d life Jackets » 

- Serve prepared aeals ■ " • 

Advise passengers of arrival and departure tiaes and boarding i^ate^ 

- Answer Questions about <J)us schedulesf travel routes? and bus services ■ ^ ' ■ - 
" Hand out aai^azines? newspapers? and pillows ' 

- Wara bottles for babies ^ 

- Help feed and care for children during a train trip * 

- Serve snacks in an airline lounife , 

- Check train passengers"^ tickets ^nd seat, reservations 



HeRIRS OF HORK/TRAVEL 

PUBLIC TRAHSPORTATION ATTENDANTS asu work at niaht> on holidays f and on weekends. ^ 
Han^ FLIGHT ATTENDANTS have 15 daas or aore off each aonthi due to Ixiitations on flaang 

ATtInDANTS who wQrk aboard trains? planes » buses and ships mBH travel lond distances and have 
to spend nights away fron hoae* 

So«e of these Jobs invdlve irregular hours t ^ 



SAHPLE PLACES OF WORK 



Railroad conpanies 
Airline coipanies 
Bus coipanies 
ShiPPiniS companies 



5258 VARdROBE AND DRESSING ROOH ATTENDANTS 



People in these Jobs take care of perVorners' costumes* 

costumes and »ay help performers dress. Some direct Jockeys — - - ^ ^ 

inspect them to ,be ^ure they have the correct colors (silks) > saddle numbers? and^nding 
feauipment. Others unpack and pafck entertainers' costumes.^ They ^ay also cleanj mend> and 
press costumes and arrande them on racks m the order. which they will be worn on sta^e. 



They issue and keep records of 
to their dressing rooms and 



SAHPLE UORK ACTIVITIES 



Clean and mend the costumes of the cast of a theater production 

Help cast members put on their costumes . 

Go on 3 show tour to pack and unpack costumes for cast members 

Help costumers Select outfits for perfjormers to wear on radio and TV 

Alter and repair costumes by hand or .using a sewing machine 

Arrange for entertainers' clothes to be cleaned 

Hake sure that Jockeys are dressed properly for races 

Direct workers to clean Jockey rooms 

Saddle horses for Jockeys 

Help Jockeys dress for a race 

Clean saddles? wash silks? and shine fcoots for jockeys 



HOURS OF WORK/TRAVEL 



- Hany people in these Jobs work during nightSf and weekends. They may also -have irregular 

- Some^workers in this group travel with entertainers to take, car^ of their costumes. 



SAHPLE PLACES OF UORK 



- Motion picture or TV studios - . * >^ - 

- Theater companies that put on Playsr operas? musicals and other productions 

- Race tracks 



5262 BAGGAGE PORTERS AND BELLHOPS 

These workers carry baaas^e snd perfor* other simple services for travelers or for hotel 
auestSf BAGGAGE CHECKERS check in passengers' luaaaSe at planet bust or other teninalsi They 
prepare clain checks^ attach theM to ba^si and stack ba^^a^e for loadin^t BAGGAGE PORTERS 
carry people's lu^da^e onto trains or buses and to cabs and cars* They aay also call cab^t 
assist disabled travelers^ and direct people to ticket windows and restrooas* BELLHOPS €arry 
bads for hptel and notel Quests* They also run errands and deliver Messages* 



SAMPLE UORK ACTIVITIES 

- Use a handtruck to tak^ badda^e to hotel Quests' rooMs 

- Arrange for freight to be shipped 

- Set (UP display tables for sales pevsor^ in a hotel roon 

- Arrange for hotel i^u^sts' clothes to be cleaned 

- Take arriving hotel Quests to their roo«s 

- Tell Quests about services available in the hotel 

- Explain how TV'st radios? and nidht locks are operated 

- Page Quests in th^ lobby? dinind room? and other parts of a hotel 
* PrctParff badddde claia checks and attach thea to luddade, 

- Wei ah and stack baddade , 

- Fill out baddade insurance foras ^ 

- Carry badda^e for planet train? or bus passengers 

- Call taxicabs foir travelers ^ 



HOURS OF WORK/TRAVEL ^ 

- BAGGAGE PORTERS AND BELLHOPS often work durin$ nights? weekends? and holidays* 

- People in these Jobs May work part-ti»e» 



SAMPLE PLACES OF WORK ' 

- Hotels? aotels? travel lodges? resorts? and other loddind places 

- Airline? train and bus terminals 

- Ship companies that provide passenger service 



5263 WELFARE SERVICE AIDES 



WELFARE SERVICE AIDES provide social services to help handicapped? ill? 3ded? or needy people*- 
They advise and assist family neabers in meal' planning? food Preparation? child care? and 
health care* They also help disabled persons dress? ^et about? and obtain infomation and 
services* They nay provide these services in people's hoiie? or at hospitals? nursing hoMes?'or 
social service agencies* They usually work under the direction.'bf social workers* 



SAMPLE WORK ACTIVITIES 



- Help menbers of needy fanilies plan anc{ prepare healthful neals 
-^dvise families on how to train? teach? and discipline children 

- bive bedside care to people who are^ill 

- Train fainily members to care for 3 sick 4*el3tive ^ 

- Talk with :social workers to plan ways to help families in need 
-Explain basic health and cleanliness principles to people 

- Drive 3 csr to take blind people where they need to ao 

- Help blind persons dress » 

- Keep records of services performed ^ 



HOURS QF HORK/TRAVEL 

WELFARE SERVICE AIDES lay travel to clients^ hdies to provide iservicesi 
Sdme of these Jobs TeGui re Qccasionsl eyenitiiS and weekend worRt 



SAHPLE PLACES OF UORIJ , 

■ ■ ■ ■^ ■ . ■ " ■ •■ - ■'. ■■ ■ - • ■ - ^ . ' ■-':•'•>■..■ 

- state social service adeitcies . r ' . 
Public srid private welfare Bdencie councils? or £lroups 

T Private homes ^ * , 

- Rest . homes f special schools? and other facilities that provide services to aded or 
0 handicapped people ^ * * ' . * 



5264 dHILli CARE UORKEIrS? EXCEPT PRIVATE HOUSEHOLD 



thi&se workers care for children or aouna adults in such Places as boarding schools* orphanasesi 
nurseriesr hospitals? and Plaarooiis* They help aounsi children bathe? dressr and eat> They nay 
plan recreational activities for children? instruct thei in, personal and health habitsf and 
teach then to play mates and sinsE sonds* SoAe assist handicapped children in a school or 
%nstiti^tion» Others work in sorority or fraternity houses? / where they assidn rodis to 
Tesidents? supervise work and study prodrans? and chaperone trips and social functionsv 



SAMPLE WORK ACTIVITIES 

- Coordinate activities 
institution 



for residents of a boardind school? sdrority house? or medical 



Order supplies and determine the 
need for repairs and -furnishings 
Assign rooitts to residents 
Help Plan recreational activities 
Supervise work and study prodraihs 



♦ Help residents solve personal 

probleds V 
» Chaperone trips and^ social functions 
» Answer the phone and sort and hand 
out »ail, 



Helf> handirapped children while they are in school 



therapii treatments 

Help children to ^alk? board buses r 

eati dressi and do other physical 

activities 



♦ Wheel handicapped children to 
classes? lunchrooms ? and treatient , 
rooms 

, Secure children into stretchers and 
place theof in baths or pools for 

- Care for children in a public institution 

♦ Awaken children each morning and see 
that they det dressed? fedr and ready 
for" school ^ • 

f Instruct x:hildren 'in dood, health anij 

- Organize and lead ^activities in a nursery school 

\ • ♦ Read to small children and teach ^ 
theiri to paint? draw? and sind sonds 

♦ Direct children in e3ting> restindr 
and tdiletind 

- Entertain^hil^ren in the nursery or Playroom of a department store? country clubf hoteli or 

theater ■ 



personal habits 
» Lead recreational activities 
» Diiscipline children 



HOURS OF HORK/TRAVEL 



^ Some of these Jobs may reeuire evenind and weekend work« 



SAMPLE PLACES OF WORK ^ 

Nursery schools / 
Boarding schools 

Drphans^es or live-ir* institutions for hsndicspped or exceptional children 
Sor«K«ity and Fraternity houses 

Playrooitts for children in department stores and other businesses" 



5269 PERSONAL SERVICE OCCUPATIONSf M^E.Cf 

. • . _ • • ^ - • ..• ..... ^ , • ■•• 

People in these Jobs provide a wide variety of services to people» For exaiPlei soRe deliver 
iteiis to sluests' hotel rooist SoRe post scores at athletic eventsf or direc^ patrons* to 
Parkins spaces at a driVe-in movie* Soie pian and organize activities for ^Ue^s at a resort 
or on a shif*» Sote chaperone youths attending Social functions** So»e saddle horses for iSMests 
at 3 dude ranch* ^ - 

'■ ■ ■ . . . ' ■ ' ■ ■ ' ^ ■ • : ^ - ' ; V- 

SAMPLE WDRK ACTIVITIES 

- Del ipver packages f laundryr and other ite»s to quests' roots at a hotel or lotel 

- Open doorsr hail cabsr answer Questions! and provrde other services to- People visitiniS a^ 
store or hospital 

- Mow, lawnsf <:lean swinikind Poolsi carry suppliesi and perforn other such tasks at a caiip or 

- Give »assai3es. to customers at a bath houser JiassaSe parlors or health club : 

- Gheck the papers and starting positions of dods in races and iSuard the dogs asiainst injury 
and illegal acts 

- Watch Players ariji officals at an- athletic eveKt and record the PrOi^ress of the gate on a 
scoreboard 

- Dance and talk with patrons at a dance hall " . 
Direct patrons to Parking spaces at a drive-in iovie 

- Issue swiftsuitsf towelsr and beach chairs to patrons of a private beach? club? or swiming 
pool 

- Service bathroots aboard a ship and schedule passengers for baths and showers 

Provide passengers on a^railroad sleeping car with lunchjBs» drinkSf cardsr and other articles 
Provide soap and towels to patrons of restroots in ea store? public buildingy or hotel 

- Plan exercise progrts for patrons at a reducing salon 

- Escort youths on trips to dances or ^ports events . 

-- Escort nnournejTs to a chapel wher^ funeral servides are held 

- Clean and poli^ shoes and boots for custoters V ♦ 

HOURS OF WOI^K/TRAVEL » 

- These people work in a variety of Jobs and settings* Work hour and travel reouiretents vary 
froiTf Job to Job? but (nay include* short or long distance travel and evening and weekend 
work* ■ . ^ .. " ^ - . ' . . " V- 

SAMPLE PEACES OF WORK 

- HotelsT* boarding houses? restaurants? or other businesses which provide special services for 
their c»4S toners r . ^ 

- Gamblird houses 

- Dance halls . ' . 

- Dog or horse- race tracks ^ ^ ' 

- Drive-in theaters^ swi|iiring pools? and other recreational or entertainient businesses * 

- Funeral parlors t 
Railroad companies > 

- Passenger ship/lines ' 

- Dude ranches and other vacation resorts ' . - ? , 
Health clubs andc^spas A ^ 

Tattoo parlors 

- Businesses that cretate huian bodies 



ERIC 



- gusanesses that cretate huian bodies \ 05 
Q \ Shde shine shops and, stands \ y 4: 

■ • , . . -V- ■ 2%& ,• . 



S499 AGRICULTURALf FORESTRY f AND FISHING 'OCCUPATIONS 

♦ . 

These workers produce or irisintsin Sdricultursl products and resources* They ftsy run their own 
farms or raana^e operations for 3 cooperaiive or corpdration* Others nay hunt? ^traPf or fish* 
Some workers tend animals for food or recreational purposes* They may work in non-food 
agricultural industries as foresters or loi3i3ers* Some are droundskefipers or nursery workers* 
They may operate eouipmentf inspect qropsi keep records* make repairsi and plan production* 



55 FARM iJPERATORS AND MANAGERS 

' ' ♦ • - • . -. - ■ ^ • • ■ /■■'•^"^ 

These workers own* operate* and/or manage farms that drow food and non-food products* They may 
Plan crops and production schedules* buy equipment and supplies? keep farm records? and arrange 
for the sale of crops* They may hire and supervise olher workers? or do some or all of the 
work themselves* Work m^y include operating farm equipment and machinery? herdind and caring 
f<5? snimalsf planting and hsvestind cror^s? and repairing farm buildiniss and eouiPHent* 
.0 . 

551 farmers: working proprietors ^' 

These workers own and operate th^ir own farms* They, may drow food or non-food products? such 
35 <lr3ins' vegetables? livestock? or horticultural products* Thea decide what is to be iSrown 
and the best produciibn methods* They arrange credit? buy eouipment and supplies? and Plan 
production schedules* They may hire other workers to help with chores or do most of the work 
themselves. They maintain farm records and arrange for the sale of crops* 



5512 GENERAL FARMERS 



GENERAL FARMERS operate farms that produce more than one kind of crop* Foi: example? they may 
manage 3 farm that produces fruits? vei3etsbles>^r»ins? and/or livestock* ^They may own the* 
farm or manaiSe it for -a corporation? cooperative? or some other owner* They decide the kinds 
and -amounts of crops to Srow and cattle to breed? based on market conditions? weather? and ^the 
size and location of the farm. They* buy farm equipment and supplies and hire and direct farm 
workers* They may set up and operate farm machinery? such as trucks? tractors? and harvesters* 
They also may arrange to sell the farm's products* 




SAMPLE WORK ACTIVITIES * 

-Buy feeds? fertilizers? and farm machinery 

- Direct farm workers who till the soil and plant and harvest crops 

- Select seeds to be planted and livestock to be bred* . . 

- Decide how many ho^s? sheep? chickens? or cattle to breed? based on market conditions 

- Help workers ho*e and tend field crops such as strawberries? tobacco? or peanuts 

- Set UP and operate machinery used to plant and harvest crops 

- ArransJe for crops and livestock to be sold 

.. ^ • ■ ' . ' \ ■ ' ^ ^' * 

HOURS OF WORK/TRAVEL « ' ^ . . . 

- GENERAL FARMERS may be reauired to work durinis eveniniSs and on weekend?* This is especially 
true durind the harvestinis season* ^ 

SAMPLE PLACES OF UORK 

• ^ •■, • ^ , " / ■ 

Lar^e farms owned by corporations or codpefatives 9o ' 

Self-*owned farms . ' 
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5513 CROPf VEGETABLE!. FRUITi AND TREE NUT FARMERS ^ ^ 

These people own or rent farms that produce one or aore crops* The» plan and direct the 
plsntin^f cultiv3tind> harvestindi and narketind of crops* - They select^ and purchase seedi 
fertilizers and fsrii edulpnent and nachinery* They deter^aine the nuaber and k;nd of workers to 
be hired and the land to be tilled*^ They hire? train? and fire farahands* ^0hey> operate and 
may make minor repairs to f ariri eouipaent* ^Tliey also keep business records ahd arrange for 

crops to be sold and shipped* ' ' 

■ » . ■ ■ ■ 

SAMPLE UORK ACTIVITIES ^ ' ' 

. . ■ ' ' . V ^_ • ■ 

- Study local drouind conditions and market de'mands to decide what Crops to drou 

- Decide when and. how to plant? cultivate?, and irridatfe crops / * ' 

- Explain work technioges and safety rules to fa.rmhands \ 

- Operate equipment to plow? harrow? and fertilize the Ground and plant seeds . ' ^ 

- Attach farm, eauipment to a tractor " ^ 

- Plan harvestin:^? based 43n weather conditions and tl^ ripeness of the crops 

- Operate harvesting eauipnfent 

•- Sell crops or store them for future sale 

- Arrange with, a buyer for the sale and shipment .of crops / 

HOURS OF WORK/TRAVEL ^ ' 

V . . ' V • ^ - ' 

- Meny CROP FARMERS may have to work from sunup to sundown durind the planting and harvesting 
seasons f 

r ' ' ^ ^ .... i 

SAMPLE PLACES OF WORK 

- Farms that produce drain crops? vegetables? fruit and/or tree nuts ^ j 



5514 LIVESTOCK? DAIRY? POULTRY? AND FISH FARMERS 

These FARMERS breed and raise animals and arrange to sell them or their products to buyers* 
They may raise cats? dods? horses? wild birds? fish or other animals* Their work duties 
include*, feedind animals? buildirid cades? pens? and fences? cleaning animals? eouijEJieolf — 3nd~ 
Grounds? and treating animals for minor injuries or i Ureses* They may milk cows? shear sheep? 
skin snakes or furred animals? or dather edds or honey* They also may keep records of animals? 
such as^ their |weidht? diet? and breeding* * 

SAMPLE WORK ACTIVITIES . . , 

- Breed cats? Guinea pids? mice? and monkeys 

- Clean cades? pens? yards? and hutches 

- EKaniine animals for sidns of illness or jnJury 

" Hir& an animal doctor to treat animals with serious illness or injury 

~ Arrange for the sale of animals to hospitals? research centers? pet shops? and food 
processing plants ' V 

Buy ov capture breeding stock . * " ^ 

- Kill animals and remove their pelts ^ , 

- Arrange with buyers for the sale of pelts and breedind stock 

~ Breed ahd raise livestock? such as beef cattle? dairy cattle? doats? horses? sheep? ^or pids 
' Select the pasture? rande? and crop lands, to draze animals and produce feed crops 

- Mix feed and ffeed supplements •* 

- Castrate? dock? and dehorn animals ^% 
O r Brand? tattoo? or attach tad& to animals so th&y can be identified 
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Clean bsrns and stallsi and sterilize inilkin^ eouipient vi . 

Breed and raise canaries or chickens if • 

Vaccinate poultry against diseases . . 
Collects inspect f and pack edds for shipaent ^ ^ n 

Breed and raise wild birdst such as pheasant or Quail .^-p 
Trim the bills of birds to prevent inJury > 
Exhibit prize birds at shows * ' , ^i v^i-' 

Raise bees to produce honey and pollinate crops . . 

Breed and raise snakes for showsi or for their venoii arid skins , 
Spawn and raise fish for sale ^ ; ' , ■ - 

Cultivate and harvest beds of shellfish^ such as cla»s and oysters 

HOURS OF MORK^RAMEL ' '^ . 

Owners and operators of faris which raise animals »ay rarely det the chance to be away? as 
animals reauire daily care» ^ ? 

SAMPLE PLACES OF WORK . - ( 

For farms - . / ^-v / 

Livestock ranches ' ^ 

Catering faras 

Poultry fariiis . 
Some bird farms 
Reptile farms 

Worm farms - / 

Fi^h farms . 

Shellfish farms , ... . , x ^ x x x ^ ^' u 

Farms which specialize in breeding and raismd animals to be sold to pet storest research 
laboratories? or food processing plants 



5515 HORTICULTURAL SPECIALTY FARMERS 

These FARMERS iSrow and sell nursery prbductsi such as treesr shrubs^ fldwerinis plants? ;^and, 
mushrooms* They use many different types of farm toolsf eQuif»entf and machines to pi antiF 
tehdf and harvest these crops* They also depide the kinds and aji(?unts of crops -to ^row and 
select and purchase the eauipment and materials needed. Some hire and supervise farm workers 
and helpers* They also arraniSe for the sale of crops and may provide customers with 
instructions in cariniS for nursery products* 

... ^ 

, SAMPLE, WORK ACTIMITIES 

- Select seedlings to plant and iSrow 

- Use cutters and wire to train the branches of small trees to drow into certain shapes 

- Plan what acpeade to use for i3rowini3 shrubs or flowers 

- Set UP work schedules for farm workers ' 

- Hire-field workers and ass xi3n them to Plant? water? or weed flower or tree crops, 
-Inspect field crops for insects or diseases 

- Keep worker and production records ^ 

- ArraniSe with customers far the sale df crqps , 

~ Plant and position plants to make attractive displays 

- Ched'. devices that control the times plant foods ere applied to crops ' ( 

- See th^t plants are treated with the proper chemicals ■ ^ 

- Cut leaves and stems from parent Plants to isrow new plants . 

- Check the heat and dampness in aress.where plants are grown 

- Use ^ardenin^ tools and power eauxpient to plant and cull^ivate lawns 

- Plan the landscape for a private home or business ^ 



■.I ' . ■ ■ ' . ' . • . . ■ 

•■■/.'•■.'■ 
/; HOURS OF WORK/TRAVEL , 

/■ ' ' .'■ ■•■ .-. .■■ " ■ ■'■ / ■■ 
(No InfdrnatiQn) 

/ ^ SAMPLE PLACES OF WORK 



- Nurseries rand greenhouses " 

- jforlicultursl f 3r«s 

- Private hoiMes snd businesses 



552 FARM MANAGERS^ 

These workers nsnsi^e fsrms for corporstibnsy cooperstiveSf or other owners* the«^ iavi^ ians^e 
food-F>roducin!3 fsriis or horticultural fsris that raise nursera products* They deteriine the 
products to be i^rowm the size of the crops? and the best production Methods* Thea itpXenent 
production plansi arrandin^ crediti ' purchasing eouipMent and suppliesr and hiring arid 
supervisini^ workers* Thea Maintain farift records? conduct inspections y/ and arrani^e for products 
to be. sold* 



5522 managers; GENERAL FARM 

These people nana^e larde fariis that produce crops and live^tocki Thea saa sanade farfts tof b 
corporation? cooperative? or sb«e other owner* Thea are responsible for raisini^? harv^stini^? 
packing? and narketih^ the Yarn's products* Thea decide on the nuftber of acres to plant or 
^niftals to breed? and Aa«:{ arrange with banks , to det credit* Theif bua far» eQuipient and 
suppliesr hire and fire workers? and prepare reports* Thea also supervise. workers who keep 
paaroU and other records* - - 

SAMPLE WORK ACTIVITIES , 

- Study market conditions to figure out hoM maa acres to plant . ^ 

- Talk with bank officials' to obtain credit 

- Buy tractors? seed? fertilizer and far* chenicals • 

- Hire and fire farm workers 

- Prepare reports that describe how welj a fam' is doind 

- Supervise office workers who prepare paarolls and keep records - 

- Look at fields to see when crops will be reada for harvesting 

- Decide when and where crops should be sold . ./ 

HOURS OF HORK/TRAUEL „ 

- GENERAL FARM MANAGERS often work lona or irredulsr hours. 

SAMPLE PLACES OF HORK / ' ' 

' ■ " ■ , ^ ' • . ' • . . ' ■ * • ■ • • ■ ' • • ' 

- Am f^nit including those owned Isr^e copDrstionSf coor^erativesf colleises and 
univer^sitiesK snd independent owners 



ERIC 
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5523 MANAGERg'f CROP f VEgIt ABLE f FRUIT f AND TREE Nl}t FARMS " 

These people manage f^rms that produce one or more crops for cash sale* They laay manaiEie 3 farm 

for 3 comjijercial company or for .^some other ownier/ They , plan ami direct the pi anting r 

cultivating* fciarvestin^f and selling of the crops* They buy farm eQuipieent and supplies and 

keep production and other farm records. They ^Iso hire? fire> and supervise farm workers* 



SAMPLE WORK ACTIVITIES 



- Plan and conduct field studies to develop new types of 'hybr,id crops 

- Select and inbreed plants that will produce greater yield 

- Talk with farmers to 'arranfile contracts for raisin^ hybrid corn , 

- Decide what areas of a farm shoul-d be planted 

- Oversee workers who fertilize land and harvest crops 

- Inspect eauipment used to clearr and ^rade produce * 

- Hire? fire> transfer? and, Promote wojkers /' 

* Keep records of farm production and parent stock \ 

- Direct the activities of workers who lay out new citrus Proves 
Study soil to find out what type of plant food it needs 



HOURS OF HORK/TRAVEL 



- FARM MANAGERS sometimes work ^.on^ and irregular hours* 



SAMPLE PLACES OF WORK . • ^ 

— Any larsie croPT vegetable t fruitst or tree-nut .farm %cludin^J " , 

. Apple orchards k Farms owned by lar^e "corporations or 

• Toniato or strawberry farms or cooperatives 

Greenhouses *^ Farms dr Experimental stations 

. Hybrid seed farms operated b^ colle^es^ or universities 



5524 MANAGERSf LIMESTOCKf : DAIRYi POULTRYi.AND FISH FARMS 

These people manage farms? businesses? or agencies concerned with the raisin^i breeding? and 
care of animals* This includes animal breeding companiesi dairy farms? fish hatdheries? 
poultry farms? and Gaffie farms and preserves* They plan? develop? and implement policies and 
procedures for operating these concerns* They direct operations throusih on-site supervisors* 
They approve purchases of supplies and eouipment? and conduct on-site inspections "to make sure 
that rules and Policies are beinG followed* They also prepare budgets? contracts? and 
iTianaGejTient reports* 



SAHPLE WORK ACTIVITIES 



- Manage a company that specializes in brei 

• Hir^f train? and supervise breeding 
technicians 

• Speak at farm droup meetings 

• Judsre cattle shows 

• Oriianize and supervise sales and 
service activities 

. Publish articles to inform people of 



iinG cows for herd owners 

new breeding developments 

* Keep customer? breeding? and herd 
records 

f Collect payments from customers 

• Order supplies? eouipment? and 
materials 



- Manasfe a dairy farm 



♦ Work through supervisors to direct 
fsriri activities! such as the breeding 
of livestockf feedinia and »ilkinia of 
cowsf and the storai^e of milk 

• Review milk production records to 
determine cattle that are not 
productive 

Manasle 3 public or private fish hatchers 

* Talk with scientists and fishers 
workers to siet information about fish 

^ Oversee the trappind and spawning of 
fish 

• Write reports required b» State and 



Inspect facilities and eauipment to 
make. sure theB meet cleanliness 
standards 

Call an animal doctor when cows are 
calvinid 

Prepare farm activity reports for ' 
farm owners ^ ' 



Federal laws 

Prepare budiSet reports and receive 

and disperse funds - 

Approve the hiring and firinia of 

workers 



- Direct activities at a private or State iSame breeding farm or i^ame preserve 

• Read technical papers to find out 
about the breeding y rearindf habitsf 
diets> diseasesf and treatments of 
animals 

Direct the selection? pairindi and rearinia of i^ame anii^ 

^ f Examine animals for %idns of illness 
» Determine the number of birds or 
animals that must be hunted or killed 
to keep the proper Jbalanc^ of animals 

~ Manasle 3 poultry hatchery 

» Arrange with farmers to supply e^^s 
^ ^ Prepare hatchinsi schedules y based on 

market forecasts 
» Arrans^e for the sale of chicks to 

farmers or businesses 




HOURS OF UORK/TRAMEL 

i • ■" ■ ' . ' 

Some of these Jobs require routine travel to insr^ect farms or siame preserves within a local 
3rea» £ome Jobs may reouire travel to speak at farm i^roup meetinsis or Jud^e cattle shows* 
These Jobs may involve some eveniniSf weekend? and overtime work* 



SAMPLE PLACES OF WORK 



.Public or private fish hatcheries 
Public or private dame preserves and breedinia 
Dairy farms 

Poultry farms or hatcheries 

Companies that specialize in breedini^ cattle 

Any large farm or corporation that raises or 




animals 



5525 HANAGERSf HORTICULTURAL^ [SPECIALTY FARM 



These people manaiSe farms or nurseries where trees? shrubs? flowers? vei^etables and similiar 
products are drown* They decide the types ahd numbers of plants to «lrow? and select and bui;^ 
the necessafy materials and eouif*ment# They hi i*e and assign duties to workers who plantr 
raise? and harvest nursery crop^» The9 also direct office activities^ such as the preparation 
of reports? office records? and i»ayrolls; They may arrange contracts for the leasing of landf 
purchase of trees? or sale of prod.ucts» 
•■• - • . • ■.• \ ■ , • ■. ' , V,:^)- ■ . ■;. ■. • • . ■ •. • • • 



ERIC 



100 



262 



SAMPLE WORK ACTIVITIES 



Plan and direct the operations of tree fsrihs 

• Arrange contracts for the lease of. 
private f3rii land 

f Purchase wild trees for harvesting 

• Issue instructions to supervisors on 
the planting? hsrvestina? and shipping 
of trees 



Contract for trucks to haul trees 
froft cutting areas to sorting yards 
Hire workers and assii^n then duties? 
such as planting seedlindsy and 
prunin^f harvesting? and shipping 
trees 



Manage a nursery at which trees> shrubs? flowers? and vegetables are slrowh for sale 



Determine the types and amounts of 
plants to be drown? based on weather 
and market demand , 
Select and buy seed? plant food? and 
disease control eGuipmeht 
Work through supervis^ors to direct 



the activities of worker^ who plant? 
tend? potr transplant? and harvest 
plants 

Direct clerical? record keeping? 
accounting? and Marketing activities 



HOI 



OF WORK/TRAVEL 

(No Inifprmation) 

SAMPLE kftCES OF WORK 



Wholesale atpcl retail nurseries 
Garden ^hops> 
Tree farms '\ 



5A OTHER AGRICULTURAL AND RELATED OCCUPATIONS 

These workers produce? cultivate? and/or harvest adricultural products* -They ii^y work as food 
producers on farms and ranches or as fishers and hunters* Others »ay work with npn^-food 
aairicultural products? maintaining Grounds? harvesting tiiber? or trapping for furs* Wgrkers 
may care for animals for food? recreational? or scientific purposes* Others may drsde or 
inspect agricultural products? operate eouipiient and machinery? or maintain irrigation systems* 



561 FARM OCCUPATIONS? EXCEP^T MANAGERIAL 

. "» . » ' . ■ . ■ 

These workers plant and tend crops? care for animals? operate and repair farm machinery? and do 
General farm chores* They may breed? raise? and harvest marine animals in fisheries and 
shellfish beds. They may Plant? cultivMe? and harvest fruits? nuts? drains? or vegetables* 
Others carje for livestock or milk cows* Workers care for farm buildings and machinery? 
maintain fences and irrigation canals? and drive farm eouipmeht* 



5611 SUPERVISORSr FARM WORKERS 



These people supervise workers who plant? cultivate? and harvest crops and attend ^^vestock* 
They plan and direct farm work based on their knowleddia of farm procedures? workers? and 
eauipment* They hire and assisSn duties to wo rkersr enforce safety and other rulesr and may 
perform farm work* They provide workers with required tools anti eQUipment? and may arransfe 
work contracts? housing? and transportation for them* They also may prepare payi»oll$ and keep 
production records* ^ 



SAMPLE WORK ACTIVITIES 



Talk with iriBnadement to plan the supplies) machiner^r and work force needed to produce crops 
Stud^^soilr water supplies^ wind currents^ and land contours to plan areas to be farned 
Determine tfie number and kind of workers needed to pe-rforii reauired work 
Hire and train farmworkers 

Distribute seed to workers and tell them which acres to plant 

Arrange contracts for migrant workers to work on farms during certain seasons 

Arrange for workers to be transported to Job sites 

Assign workers to weedy irridate^ and harvest crops 

SuppIh farm implements and machinery to a field crew and tell them hou to cultivate? harvest? 

and pick crops ' , 

Issue laddersy pruning tools? and picking bads or baskets to workers 

Determine harvesting dates and methods 

Plan and direct the storage and shipment of crops 

Determine the amount and t^pe of feed to dive animals 

Inspect stables and animals for cleanliness 

Treat ill or injured animals 

Order supplies? such as animal feed and beddind 

Stud^' animal health records to plan activities? such as breeding? dehornind? and the sale of 
calves . 
Enforce rules to promote safety and prevent waste 
Investigate complaints and settle disputes between workers 
Prepare payrolls and production recorcfs 



HOURS OF UORK/TRAMEL 



Many types of farming are seasonal in nature i Workers on crop farms may h^ve to work from 
sunup to sundown during the plan^ind and harvesting seasons* They often work fewer than 6 to 
7 months a year and must look for other work durind the t^inter monthsi 

On farms which raise animals for meat or dairy products? the work is distributed more evenly 
throu^hout\the year* Since animals must be fed and watered regularly and cows must be milked 
twice dailyXjjiorkers may rarely det the chance to be away* 

Some FARH WO^ER SUPERVISORS travel with crews of farm workers from one farming area to 
another* They may spend lond periods of ^^dki^isMay from homei 



SAMPLE PLACES OF WORK 



FarmSf including { 



Breeding farms 

Cattle and sheep ranches 

Crop? livestock? and dairy farms 

Fish hatcheries . 



Plant specialty farms 
Poultry farms 

Private or state dame farms 
Shellfish f^rms 



5612 GENERAL FARM WORKERS 

These people do deneral farm work* They work with their hands and_ many kinds of farm 
e«uipmenti They may drive tractors? trucks? or other farm machims* They plant? tend? 
harvest? and store crops and care for livestock and poultry* They maintain farm machinery and 
repair farm buildinds? fences? and other structures* They may haul livestock and produce to 
market* They thin and weed plants? transplant seedlinds? irrigate fields? prune trees and 
shrubs* They also may treat animals for minor injuries and clean barns* 

SAMPLE WORK ACTIVITIES 

- Attach plows? seed drills? and other implements to a -tractor 

- Operate farm machinery to till the* soil and plant? cultivater and fertilize crops 

- Thin and weed crops 

--Mix pest killers? weed killers? and fertilizer and spray them on crops 

- Ride a planter and brush debris from plow sPouts , * 

- Plant rootd and bulbs by hand 1 HO 
r-ni/->' Cover plants to protect them from the weather / XV ^ , 



- Set out poles 3hd string wire between them to make fences 

- Prune limbs i runners r and buds from trees or vines « 

- Pick? pullr snd cut plants by hand to harvest them 

- Clean farm areas and harvesting machines 

- Haul feed to livestock ■ , ^ . ^ w 

- Repair and maintain tractorsr plows? hay balers? and milking macnxnes 

- Repair farm buildings? fences? and other structures 

" Clesn barns? stables? pens ?^ and kennels . . j u w 

-^U$e a hoe to di^ seedlings? such as tobacco plants? strawberries? tomatoes? and orchard trees 
-Shovel earth to clear irrigation ditches 

- Slack loose hay? usin^ a pitchfork 

HOURS OF MORKATRAVEL 

.. 

- WORKERS on crop farms may have to work from sunup to sundown durina the planting and 
harvesting seasons* They often work fewer than 6 to 7 months a year? anfl must find other ' 

work during winter months* x xu i • w«^««-»n« ^♦«=»rii^ 

- On farms which raise animals for meat or dairy products? ^he work i sjener ally ^^^^ 
throudhout^the year* Because animals must be fed and watered regularly? FARIl UDRKtRS are 
needed year round* ^ ^ 

. ' > . • ' " . ■. " . " . ■ 

SAHPLE PLACES OF WORK ^ 

~ Tobacc©? strawberry? asparagus? and meat farms 

- Uheair corn? soybeans? and peanut farms • 

- Cattle ranches and dairy farms 

- Poultry farms ; • <^ 

- Any C^rm ^ ' ' " 



5613 FIELD CROP AND VEGETABLE FARM WORKERS (HAND) 

These workers plant? care for? harvest? and store field and vegetable crops by hand* Often? 
they work as part of a crew of field workers* They do such things as plant roots and bulbs? 
transplant seedlings? and set up and string bean poles^ They may^pick crops and carry armloads 
of them to collection points* They may load and unload trucks and carry supplies to workers m 
the field* They also may repair fences and buildings and clean farm machines^ • 

SAMPLE WORK ACTiyiTIES 

- Weed and thin crops? usin^ a hoe 

- Remove tassels > suckers? and weeds from crop areas 

- Carry ba^s and bailing wire to workers in the fields ' 

- Clean irrigation ditches? usin^ a shovel 

- Repair fences and buildings? usiTn^ carpentry tools 

- Clean and slrease farm machines 

~ Dum^ seeds into th& hopper of a planter ■ - ^ , ^ ^ • x xu ^ a 

- Ride on a planter and brush dirt from sPouts that push the seeds into the i^round 

- Plant roots and bulbs? usin^ a hoe and trowel (flat tool with a handle) 

- Cover plants with paper or cloifcuto protect them from the weather . 

- Set bean poles and string them with wire or twine' \ 
~ Tie vegetables in bunches ^ \ 

- Remove the tops from root crops ^ t m 

- Harvest cucumbers? onions? lettuce? and sweet corn usm^ a knife 

- Cari^y armloads of vegetables to collection points ' 

- Cut seed potatoes into sections to be planted - > 

- Pack crops in containers . ^^o i 

-Sharpen hoes? usin^ a ^rindin^ wheel and hand file ^ ♦ 

- Pour fertilizer or pest killers into spray containers 



o Ids 
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HOURS OF UORli&'TRAVEL 

' • ' ■■' . • . . , . . ■ \. ■ ■ ' ". . 

These workers often have to work fToii\sunup to sundown durini^ the plBntini^ and hspve^tin^ 
.sessonsf ' , • . 

FIELD CROP WORKERS often work fewer than 6 to 7 ftohths 3 tfesn and tust find other work 
duriniS winter ftonthst 



SAHPLE PLACES OF WORK 



An» field crop or vei^etsble fsrRi includini^! 



« Cotton f3rns 
• Hops fsrms 
f Potsto fsrfts 



-7 



^Ricefsras 
Tobacco f 3 ris 
Vei^et^ble fsrfts 



- For 3 IsriSe corporation ths^ owns many fsrws 



5614 0RCI)ARD AND VINEYARD AND RELATED WORKERS (HAN 

These people work on faris that produce fruit or nut c>ops» They do nuch of the physical labor 
oh these f arias t TheS f>iantf cuitivatei spray? prune? and" harvest crops* They »3y la*^ 
irriiSation pipes to supply water to the crops or'^ lidhV torches to heat thet in . cold weather* 
They also may do sucJt things as repair fences and buildindsr load ^and unload trucks? clean and 
adjust farm ftachi'nery,^' and clear and burn brush* Sqfce^work from ladders or platforms or crawl 
between plant rows ta pick ripe fruits or nuts* / . » 



SAMPLE WORK ACTIVITIES. 



- Plantf cultivat!^^ and harvest crops? ^ucR as cranberries? apples? and pecans 

- Use shovels? ho|s? pruning hooks* and shears to plant and prune trees and bushes 

- Spra9 plajcits wi%h chemicals to control diseases and insects 

- Remove blossoms from plants to improve fruit Quality 

- Lay out irri!3a;tion pipes and install sprinklers ■ ■. v 

- Repair wire fences and farm buildings?, usinsi handtools 

- tleanf iSreaser and adjust weeders and harvesters 
-Clear and burn roots and brush 

- Harvest cheri^ies? strawberries? israpes? or^orande^ by hand 

- Carry ladders and backets to work areas 

-Select fruit to be harvested? based on size? shapes and color 
Shake trees and vines to remove fruit ^ . 

- Place fruit Into badsr buckets? or trays ^ 

- Empty filled containers into collection boxes and bins 0 

- Measure fryit> usinii dauises - • 
-Collect fallen nuts into piles? usins a rake ^ . ^ 

- Use handsaws? pruning shears? and -lon^-handied clippers to cut dead branches from trees 

- Clifflb tuees? usind climbiniS hooks, and belts , 



HOURS OF UORK/TRAUEL > 

iiisrm F^RK WORKERS have to work froi sunut^ to sundoun during the -plsntind snti hsrvestinis 

seasons* Thea often work fewer than 6 to 7 •onths a aeati and iust find other work durina 
winter months* • 



SAMPLE PLACES OF WORK 



ERIC 



- Any ajrchard or vineyard? includinii* 

- V Applet pear? or peach orchards 
; ♦Cherry orchards 

* Crariberrii^ faris , 



t Grape vineyards 

♦ Oranae and other citrus isrpves 

* Walnut and pecan orchards 
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Companies that provide tree-csre services to farnisUnd orchards 
t^fde corporations 4h3t operate iftany fruit or tree fams 



5615 IRRIGATION WORKERS 

IRRIGATION WORKERS, work on farvis in areas that do not ^et much rain all during the ^r^eart .Thev 
water crops by controlling the flow of water fro* irrigation ditches to the fieldst They also 
set UP and operate sprinkling systems that purp water through pipes spread on the droundt 
After 3 field area is.wateredi they iiOve the pipes to the next section or field to be wateredt 
These workers^ also do such things as shovel dirt to till or clear holes?' build levees to kpep 
water from overf lowin^r and urease and oil puniPin^ eouipnentt 

' sample: WORK ACTIVITIES 'if 

. . ■ ' . ■ ■ . . ■ 

- Flood fields -with water? usina pipe sections that are connected to an underground waterline 

- Connect pipe sections?^ usina a wrench 

' Start 3 motor that pumPs water through a pipeline system 

- Adjust valves to control tte rate at which water flows onto fields 

Shovel dirt into holes and low spots in levees / ^ / ^ 

- Build levees to keep water from overflowing onto a highway v 

- Gresse and oil pumping eauipment • • * ^ o . 

- L:?y out strings of pipe in a field ^ 

- Wstch rdovin^ sprinklers to makg sure that water is sprayed evenly over all areas 

- Move sprinkler systems from field to field 

Shovel or hoe soil to clear ditches so that water-'can flow thrbudh them 

'HOURS OF WORK/TRAVEL [ . 

- IRRIGATION WORKERS may have to work overtime during extended dry spellst 

- Sometimesf IRRIGAT^ION WORKERS have to find other Jobs durind winter months* 



SAMPLE PLACES OF WORK 



- Farmsf includin^t Cotton? soybeans ^rainr or other field crop farms 

♦ VQ^etable or fruit farms 

' ■ jt ■ ' ■ 

- For a larde corporation or cooperative that owns one or more farms 

- For 3 college or university that runs experimental farm stations 



5616 FARK MACHINERY OPERATORS 



These people operate machinery to plant? cultivatef spray? and harvest cropst This machinery 
includes harvesters? threshers? pruning sawsr and similar farm eouipment» They attach p1ow$ or 
other implements to tractors or other vehicles and drive the machinery in the fieldst They may 
^repair and adjust the machinery* They also may perform other farm tasks f such as loading and 
unloddin^ materials? husking and shelling corn? or hoein^ row crops* 



SAMPLE WORK ACTIVITIES 

-- Drive and/op operate farm machiner<y to* 



105 



• Attach farm implements^ such 3s a 
plow or discf to 3 tractor and drive 
the tractor to the fields 

• Tow harvesting eouipaient 

• Prepare harvesting niachines by 
adJustiniS the speed of cuttersi. 
blowersf and conveyors 

t Hove switches? pull levers? and turn 
knobs and wheels t6 start and control 
farm machinery 

f Load materials into machines used to 
planf crops 

• Load fertilizer and weed killer into 

Drive and/or operate farm machine r.y to* 

• Plant? harvest? and store crops 

• Level landf till soil? and build 
ditches ' 

t Cover seeds dropped by an airplane 
with dirt 

• Transfer i^rain from a combine hopper 
to a iSrain truck 

Flood field sections to irrigate 
them ^ 
f Thin? hoe? and weed row crops? usini^ 

hantT implements 
. Transport materials? supplies? 



an airplane? so they can be sprayjgd 
dntd fields^. 

Set mowing controls on a combine to 

cut and thresh rice 

Mix chemicals used to' spray trees 

and vines to eontrol* weeds and insects 

Use pruning saws and clippers to 

remove excess Growth from trees 

Load and unload trucks and repair 

building arid fences 

Oil and repair farm machinery ' 

Husk and shell corn 



workers? and products 
Cut potatoes into sections for use 
.as 'seed 

-Hove and treat straw? manure? and 
dirt used in mushroom t>eds 
Operate a truck-mounted Sprayer to 
cover fields with seedr fertilizer? 
and mulch 

Separate crops from waste materials 

To clean farm crops 

Threshe and bale broomcorn straw 



HOURS OF WORK/TRAVEL 



These workers often work from sunrise to sunset durind the plantiniS and harvesting seasonst 
Farm warkers often work fewer than 6 to 7 months a year? and, have to find other work during 
winter months t 



5AHPLE PLACES OF WORK 




Any lari^e farmr including! 

• Dairy farms - 

t Fruit and tree nut farms 

• Grain farms 

• Orchards 

Corporations that own several farms 



Soybean? peanut? rice or tobacco 
farms 

\/ei^etable farms 



5617 LIVESTOCK WORKERS 



S 



These workers help in the breeding? care? and marketing df livestock* They feed? clean? and 
i^room animals and maintain farm buildings and eouipmentt They may vaccinate animals and treat 
them for minor inJuriest They may'herd animals to Pastures dr shipping points* They may help 
birlh animals? brand them and keep their breedirii^ or feeding records* ' They may Ailk cows? 
'Collect ei^i^s? or do similar tasks* Huch of their time may be spent Washing pens? stalls? and 
other areas, where aniihals are housed* r 

■ •". ■ ■-..■.■■^ --r" --^^^ y / : ■ ^ 

SAMPLE WORK ACTIVITIES . ' . , 



ERIC 



Help sheep aive birth to lambs 

Attend to cattle? sheep? hosts? and i^oats on a farm or ranch 
Hix feedf^ fill feed trouishs? arid water livestock 
Herd livestock to Pasture for ^razin^ 
Examine animals for sii^ns of illness or inJufy 
Wash and clip livestock XOfi 

'•: '268 



- Clanip metal rinSs into animsls' noses to make them easier to handle 

- Clean stalls and sheds • ' * . - 

- Repair fences and water ini^ troughs « 

t * - Train saddle Horses . . , a. • ^ -i u- 

— Drive livestock td pens> trucks> and railcard? usinsE an elept'ric^ prod and a whip 

- Wei^h animals and record their weidhi ' / • ' / 

- Scatter sawdust; and straw in pens or trucks . 1 * 

- Wash cows 'and' spray with insect repellantst 
Scrape dirt from the walls and floors of a dairy 

- Sterilize iriilk containers and eeuipient ■ ■ ■ ' 

- Shear wool from sheep i usin^ power clippers ^ • ^ 

- Tend e tuilkind machine 

-^^Skin foxesf weaselsi qr sink ' 

- Clean UP droppinds and waste in a chicken farm , <^ 

- Place eisas in an incubator to hatch . • . . ^ 
/ - Tie the win^s of wild birds to keep them from flsind 

- Gather worms to be used as fish bait v . . - - ^ 

- Hitch horsey to wadons \ ' • 
\ - Pack earihworms in containers . 

HOURS OF WORK/TRAVEL . , ^ . . ' : 

- Employment in these Jobs is usually fairly steady throughout the yeary as aniiials rediuire 
constant care* ^ . - 

\ SAHPLE PLACES OF WORK ' . 

- Cattle farms and ranches ' • ' / ; V . 

Dairies •' " ,' ,■ . ; - ; , ■ . ■•■ .. *■' . 

— HorseV sheep? iSoatt and txther animal ranches , . . 

- Poultry farms . , \ ^ 

- Private'and State Mame farms and preserves ^ ^ - ^ | 

y : : - Worm farms / . . . - . ^ >? ■ 

■ . • '■ . ' • ' '•' * ' ' ■ . ■■ ' ' . ■ ■'^ . ' - . 

■ " • . . ' - . ■ . '</ ■ ■ " • ' ' ■'■ ■ ' ^ ' . — -■ . • . 

• " - - ■ . ■ <i . ^ ■ ■ . , ■ ■ ■ ' . ■ ■ ' . ' ' " ' ' 

5618 MARINE LIFE CULTIVATION WORKERS ^ 

These workers catch? breed? care for r and harvest jiarine life* They work in places sucb-^as 
fish hatcheries? shellf ish , bedsr and shrimp pondit. They catch? select r $ort> and feed wstgr 
animals? prepare marine life ^f or shipping? and clean and repair breeding equipment ^d storage 
tanks* They may use eeuipmerit such as nets? shovels? and handtpolSf They may catch fish from 
a powerboat or by walkini^ in water and feeling for shellfish with their bare feet* Tiiey may 
patrol breeding areas to prevent animals from harmind crops* 

,SAHPLE WORK ACTIVITIES ' ^ 

- Sec»jre nets on river banks to direc^it fish into holding ponds 

-- Catch fish with a hand net* * ^ . / 

- Seueeze female fish to release their e^i3s into a pail . . . -t _ . ^ 

- Fi41 hatchery trays with fertilized ei^i^s and place the trays m a incubator * - . ' 
AclJust the volume? depth? and temperature of water cohtamind f\ish 

' - Inspect fish e^^s and pick out dead and off -color eiSSlS . - 

- Sort fish according to siseip colorih^i and SPecies ; ; / 

- Scatter food over the surface of water to feed fish - ' ) 

- Watch fish to see is they are developing diseases .v 

- Transfer mature fish to lakes? usiniS a tank truck . ; \ \^ ■ 

- Drain and clean ponds and troudhs? usima brushes? chemicals? and water 
— Make minor repairs to hatchery eQUipment . .'^ ^> , v 

- Paint buildings and maintain grounds at a fish hatchery ^ 

- Gather? shellfish and drop them into a container* . - 
Dra^ edxiipment Iftehind a boat to puU shellfish from mud . \^ 
Pack arids ice shellfish in containers for shipment \ 

- Unload l:iy0se shellfish from, a boat? usind a shovel ^ . . * * l 

4j - Raise crabs for food markets by catchmi^ them f fom the sea and keep mi* them m tanks until 



Fence ponds to kefp wsr^he life froft escspiniS i r 

Patrol shriiftp ponds on foot or ba aotbrbost to detect anUsls which »i^ht hstr the shriip - 
Remove trash f seaweed f and harmful ahinals fron wat^r where fish are dro>4h V 



HOURS OF UORK/TRAVEL 

■ ' *■ ■ . . > ■ 

(Nd. inforiistion) 
SAMPLE rt^ACES qP WORK 



GovernniBnt or private fish hatcheries y . 

Shriirip hatcheries « " 

Companies or individuals involved in raising and/or breedinis fish or shellfish for sales 



561? NURSERY WORKERS 



NURSERY WORKERS plant,> cultivatei harvestr^d ca re^f or trees i shrubsf and flouerinsi plants* 
They work in nurserie'sr dreen houses^ tree fanife and-other places where plants are isrowp for 
salet They prepare, the sbil and plantf sfray> weed and water plants* They also harvesti p^ck^ 
transportf and store plant crops* They May drive 'fnd operate farm Machinery* ' They nay trap 
and poison plant pests anci tasi plants for identification* They also »ay help cut and sa^ tree 
• limbs* . . . . ♦ . 



SAMPLE WORK ACTIV^IES 



Drive a tractor to till the^soil and plants cultivatei and 'spray flowers i^rbwn froR bulbs 

Operate a harvesting inachine to diiS up flower bulbs ^ 

Set flowers in witer troudhsi cartons^ and containers , ' 

Use a .h^bdtruck to move flower^g and bulbs to different ar^as in a Greenhouse 

Drive a truck to deliver products 

Repair and paint farm structures • v ^ 

Wash? paii>tr oil> and help repair farm machinery ^ 
Sow seeds and plant cuitinds 
Check Plants and soil for iserms and insects 
Adjust fertiliser timinis devices ^ - 
^Read ihdicators that show how much dampness is in the air 
Prune ^iirid transplant plants / 

Work as* s meMber- of a crew to hand harvfest flowensi such as daffodils and tulips 
JSi^f r^ker arid screen^^^^soy^q. prepare it for planting • . 

fill drowiniS tanks witrr^3ter » • > ^ . 

Sow I3P3SS seed . - , ^ 

i\r3P and poison pests? such as molest iSophers? and mice ■ • 

Tie? bunchf wrap rand pack flowers 

Use a wheelbarrow to move shrubs and trees j 

Ref:drd the nanres of i^lants and the dates t^hey were planted 

Hand tools to a tree suriseon or tree pruner ^ 

tottiBr tree li'mbs and truriik sections! usiniS ropes , 



HOtlRS OF WORK/TRAVEL 



(No information) 



SAMPLE PLACES OF WORK 



Nurseries 
Breehhouse 
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^ - Plar>t or lawn and harden storfij; 
V • tree farms 



^ For 3 tree sura|on 



562 RELATED AGRICULTURAL OCCUPATIONS 

The$e workers care for plants or sriiiisls* They aay work in parks? Sreenhousesi cenetferies! or 
aolf courses where thea plant shrubs? trim ^rsss^ or ^roo« walkways* Others work with animals j 
used for recreation? sportin^? exhibition? or research purposes* They feed 3ftd ^rdO» aniials? 
and check theft for disease or injury* So»e workers sort and ^rade agricultural products while 
others inspect fields and farms for pests- that damage produce and aniwrals* 



5621 SUPERVISORS? RELATED AGRICULTURAL WORKERS ^ 

. ' ■ *^ • ■ . , " ' ■ ■ 

These people supervise work;ers who care for plants or aniiSls at places other than fans* For 
example? sone supervise workers who keep up the^rounds at a ce*eterH» park? or fllqlf course* 
Others supervise workers who care for animals at a zoo or dircus* They study assignments and 
determine the workers and supplies needed to complete thek* They plan work schedules? assign 
duties? explain tasks? and check completed work* They enfor^ce safety rules? handle problems 
and cotriPlainLS? and keep work records* They also may hire and fire workers and prepare work 
reports* • ^ 



SAHPLE WORK ACTIVITIES 



Supervise WQrKers who prepare Graves and maintain the Grounds in a cemetery 



Talk with a manager to plan and 
schedule Ground work 
Determine the workers and eeuipment 
needed to di^ i^raves and place markers 
Check work in progress to make sure 



^ instructions arp bein^ followed 
* Show workers how to prune shrubs? 

finish cement? and use casket-lowerini^ 

devices u 



- Supervise workers who maintain the Grounds in a park? botanical i^arden? or pXays^round 



Plan lanxfscapin^ tasks 
Instruct workers in the csre? 
planting? and pruning of trees and 
flowering shrubs 



*> Direct workers in^ the upkeep and 
repair of walks? hedges? swings? and 
other Park eouipment 



Supervise workers who take care of the Grounds at a ^olf Course 



i Talk with managers to plan and 

review work projects 
V Assign workers to fertilize? water? 

seed? RQW? and rake the Grounds 



* Mix spray solutions ^ , 

* Plan changes in a Solf course 

* Review soil test results to see what 
chemicals are needed to treat the soil 



- Supervise workers who provide Grounds-keeping services on a contract basis 

f Investigate customer complaints . 

♦ SuG^est chani^es in work procedures , 
^ and order corrective work done 

♦ Prepare service estimates 

. » Prepare work reports for management ^ 

- Supervise workers who remove trees that interfere with electric powerlines 



Examine work orders to find out the 
location of trees to be pruned or 
felled 

Drive a truck to transport a crew to 



worksites 

* Direct the placement of ri^Gin^ used 
to hoist tools ti» workers in trees 

* Keep daily work records 



- Supervise workers who care for and show birds and animals at a zoo or circus 
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Watch animals jtpr si^ns of 'illness 
t Oversee the tr^Hment and feisdinidl of 

^nimaU 
* Ord^r supplies 
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) 



HOURS OF WORK/TRAVEL 
(No Inforpation) 

SAHPLE PLACES OF WRK 



Cetteteries r ■ . ^ 

Circuses and 200s 

Federal? ststei and private parks 

Firms that provide tree reftoval and related services 

Golf courses 

Li^htf heatf ^nd power coRparties 
Motion Picture studios 
MuseuiiS and botanical i^ardens 



5622 GROUNBSKEEPERS AND GARDENERS! EXCEPT FARH 

These people take care of lawns? treeSf ^hrubsi flower Sardensr and grounds in such places as 
parksr lareerihousesr dolf courses? ceieteriesi or estates* Then ji3H also care for buildinSs and 
eauipftent in these places* Depending upoh thp specific job? their work duties wy^ranaefroi 
.plantiniS trees? flowers? and shrubs to mowing ^rass and disl^iniS ditches. They lay also shovel 
snow? pick up litter? ahd repair fences and walks* 

SAMPLE WORK ACTIUITIES ^ 

- Plant and tend trees? shrubs? and flowers in special display areas 

- Seed and mow lawns? rake leaves? and keep^rounds free of litter 

- Cut turf on isolf course Greens with a hand? i>ower* or riding ttower 
Di IS IS raves r usiniS a picky shovel and hoe 

- Shovel snow frowr walks and driveways 

-•Keep park areas? trails? walks? and Paths in iSood condition 

- Trim hediSes? walkway edges? usinsi handtools or band-held power tools 
— Repair fences? dates? walls? and walks 

HOURS OF WORK/TRAVEL 

- Generallyr these Jobs do not reoui re travel* 

Most of these jobs involve a standard 35-'4& hour work week* Howeven part-tiie work say be 
available* . 

SAMPLE PLACES OF MORK 

- ftpartiierit conf^lexes 
Real estate companies 

^ City or town iuseuis 

Botanical hardens , 
-r Motion picture studios ' * 

- Larde businesses 

- Atuse»ent parks 

Ceneteries . : 

- Golf courses ^ - . - 
-^Pfivatte^ estates XxO 
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5424 ANIMAL CARETAKERSi EXCEPT FARM , 

These people care for and i3roo» pet^ and sniiidls kept for sportiniSf cecrestioni exhibitioni or 
research purposest ' They feed and drooa the ariiwls and check the* for siisns of injury or 
illness f They ffiay record such information about then as their bloodlinei diet? wei^hii and 
medical historyt They may cleam build and repair perts* They may sterilize eouipment used to 
treat animalst They may exercise animals and unload and store feed and supplies* They may 
shoe animals' hooves or trim their toenails* 

■ ' c6 "■ ^ ■• • 

SAMPLE WORK ACTIVITIES 

- Attend to the needs of animals in a kennel > pound? hospital? or lab 

- Feed and water animals accordihis to a schedule □ 

- Examine animals fqr sii^ns of illness and treat them acordini^ to instructions 
-Adjust the temperature and dampness in animals' Quarters 

- Give shots to animals 

- BathejL shave? clip? and droom animals 

- Measure and mix feed and feed supplements? according to instructions 

- Brush and curry animals' coats to clean them and improve their appearance 

- Exercise animals 

- Feed? water? and clean the" Quarters of animals and birds in a zoo or circus 

- Fit? shape? and nail shoes to animals' hooves 

- Rei^Qve worn shoes from horses' hooves 

- 6ro#|i dods by combini^? clippini^? and trimming their coats 

- Talk^ to animals to calm them ^ ; 

- Wash do^s? usiniS perfumed soap or/fhampoo 

- Attend fish and other animals in an aouarium 

- Clean fish tanks ^ 

HOURS OF WORK/TRAVEL 

(No information) 



SAMPLE PLACES OF WORK 



Pet stores 

Veterinarians' offices 
Animal hospitals 
Kennels and catteries 
Pounds • 

Circusesy zoos? and amusement parks 

Blacksmiths' shops 

Animal research laboratories 

For yourself? as a self-employed ANIMAL CARETAKER 



5625 GRADERS AND sorters; AGRICULTURAL PRODUCTS 

People in these Jobs sort farm products into i^roups based on their size? weii^ht? color? or 
condition* They sort such products as fleece or wool? cotton? clams? fruits^? nuts? bulbs? or 
veisetables* They sort these products either before they are processed or before they are 
marketed* They also may dispose of dirty or damai^ed products and bunch? tiei or trim products* 

SAMPLE yORK ACTIVITIES ' 

" Separate fleece or wool accordihs to how clean it is 

- Look at cotton samples to see^if they are the riiSht color and to check for sand? dirt? and 
other foreign matter 

- Measure tufts of cotton and check to see how fine its fibers are _ 
^ - Sort cotton fibers according to certain trades 

Look at cotton fibers through a microscope to see if the cotton is ready for processinis 
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Record the trades of cotton on ID ts^s and shippinii pr sales sliFs > 

Stand st 3 conveyor belt or on the deck of 3 dredge jnd sort clans . 

Work with others st 3 t3ble or corlveaor belt to sqrt bulbsf fruitsr nutsi or vedetsbles W 

trader color* and size - • ^ , ^ 

Bunchf tie* and trin prqduce.^uch as 3sp3r3^usf C3rrc*its 3nd celery-^' 

Pick out the best looking produce to be used ori the top l3aers of boxes 

Shake fleece to renove dust • 1 

Pick burs* sticks and strings out of wool i 

HOURS OF WORK/TRAVEL ^ - 

Gerierallyj these workers have a standsrd 35-40 hour work week* 

. ■ - ■ . ■ ■ ■ • ■■ • ■ ■. . - ■■■■■■■ • ' '---^ 

. . . ' ■ ■ :' 

SAHPLE PLACES OF UORK 

' ; ., • • • }' . ■• • - ■ • •■ ••• . ■ . : - .- 

Sheep ranches V 
Wholesale conpsnies that handle farn produce 
Textile nillS 

Canneries * ' 



5627 INSPECTORS? AGRICULTURAL PRODUCTS 

These workers inspect farj* products for auality before thea are sold* Thea also tra tq Mke 
sure that products which are to be sold are in dood condition* Sole search through fields^ 
brushf treesf and warehouses to locate and kill insectsi weedsi or other pests that can har» 
farm products* Others wor^i in fields or sheds where thea inspect and drade farp Products and 
dispose of poor products* In still other Jobs? workers inspect poultry far»s to aake sure thea 
are clean and that chickens and e^^s are free fron diseases* 

SAHPLE UORK ACTIVITIES V 

- Search fields and warehouses to find and kill boll weevils and ama wor»s 

- Use spraa eQuipnent and chemicals to kill insects and insect ed^s 

- Collect saiples of infected soil to be studied in a^lab 

- Locate and destroy harmful weeds in roadsides and ditches 

- Count the nunber of insects onr plants within an area 

- Inspect carrotsf rose bushes? and tobacco to see if thea ^eet standards 

- Look atf feelf and sue 11 far* products to deterime if thea are in ^ood 6pnditiOn 
—Place defective products in waste containers 

- Tour fariis to see if they are efficient and clesn 

- Recommend lab tests of diseased chickens and feeds 

HOURS OF WORK/TRAVEL 

(No Infomstioh) 

SAMPLE PLACES OF WORK ^ . 

- Federal or state sioverniient aSencies 

- {^m l^T^e farm ° 

- Astricultural oonsultinM firms _ 



57 FORESTRY AND LOGGING OCCUPATIONS 

■■■■■^ ■ ■ ^ ■■ 

These workers harvest forest productst They (nay cut tioberi clear Isndi or fell trees* Others 
triik loi^s or treetopst They operate machines to cut and haul luaber* Others sorti loadt Kovei 
or store^ lo^s at lo^^in^ sites or in lunber yards* They ma^ bind lo^s into raftsf load lo^s; 
onto conveyorsf stack lo^si or determine how oiany trees are available for cuttin^r Soae 
workers plant and care for forests or stands of trees* They ^rade trees and harvest seedlings* 



571 SUPERVISORS? FORESTRY AND LOGGING WORKERS 

These people supervise workers who fell trees and harvest forest products* They also supervisie 
workers who operate material iiovina eQuipment at lo^^ina sites* They study production 
schedules and decide how ffiany worker hours be needed to conplete Jobs* Th^^ interpret 
policies and enforce safety rules* They assign duties to wbrkersi evaluate their work? and 
help solve work Problems* They also hire? train? and fire workers and keep tine and production 
records* 



SAHPLE WORK ACTIVITIES 

- Tour land tracts and estimate how many worker hours it will take to planti cultivate? or 
harvest trees 

- Talk with management to report land conditions and to ^et planting imstfuctions 

- Train workers to plant? shear? and harvest trees 

- Direct workers to store different ^rade? or size species of trees 

- Oversee work activities to make sure they meet company standards 

- Arrange for lo^s to be transported ■ " 

-Train workers to fell trees and operate tractors and loading machines 

- Instruct workers in safety technioues 

- Inspect riaaina for defects and unsafe conditions 

- Direct workers to repair or replace faulty ri^^in^ . 
-'Ihform workers of the order in which lo^s shoyld be removed . 

- See that eauipment is moved to a new site after work at the current site is finished 



HOURS OF WORK/TRAVEL 



(No information) 



SAMPLE PLACES OF WORK 

Lo^slins cc^^nies 

- Lumber milTs" 

- Tree farms 

- Forest nurseries 

.J 



572 FORESTRY WORKERS? EXCEPT LOGGING 



These workers plant and care for trees* They also may harvest forest products such as 
Christmas trees? cones? bark? and moss* Some work on tree farm where they clear land? plant 
seedlings/ and prune and fell trees* Some harvest seedliniSs by walking alon^ rows of trees and 
di^^in^ clumps of seedlings from the soil* Some work as FORESTER MDES* These workers compile 
information on forest areas? clean caftpsites? and perform other duties to protect and maintain 
forest areas* _ ' 
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SAHPLE UORK ACTIVITIES 

- Planlf cullivaleF and harvest trees st a tree far*. or forest nursera 

I Remove brush? ferns? and other to sizer tapei ; or shape 

Growth fro» plantinia areas ♦ Fell treesf usiniS an an or chainsaw 

♦ Plant seedling trees to reforest ♦ Dra5 trees fTo« cutting areas and 
land .-i jq3^j the* onta trgcks 

f Scatter fertilizer over planted ^ ♦ Grade and tag trees in a sortinis 
areas yard - ^ 

♦ Shear liiibs from trees f usind a ♦ Harvest tree seedlings xn a forest 
machete and pruning shears nupfeers 

♦ Select trees for cuttims? according * 

- Coiripile inforiftatioh on the size? content and condition of forest lands^ 

t Walk in a forest to father ♦ Train conservation workers to Plant 
information about the land and number seedsf^put out fires and clean, forest 

of trees ready for harvest areas ^mr 

. I Mark trees for loSiSiniS > Cut dovlffe^iseased trees 

^ • Record raini temperturei and ♦ Spray with chemicals 

soil-moisture daude readings ♦ Clean diilpisltes and put up siisns and ' 



Help clear and survey property lines fences|p^;|ji^ 



Gather dreensr tree cones? herbs? mossf and other wild|i|M|i life by hand 



t Climb trees to reach cones and tree , llwl ? - 

bouiShs . . • ' » • ■ ■■■■■■ ^i;" 

» Bundle or sack products ^nd deliver 

them to a buyer 

HOURS OF HORK/TRAVEL l l'Hl 

■ ■ - • ■ 'irlp ■ ■ ■ - ■ ■ 

- FORESTRY AIDES sometimes must work in remote areas fovd'^^m periods of time* In emeiraenciesf 
such as when fidhtind fires or controlling floodsi|tM to work as many hours as 
they are physically able* \. . , mllil!'^' 

- FORESTRY WORKERS may work part time. lot^lir 

SAMPLE PLACES OF WORK 

-Christmas tree farms 

- U»S* Forest Service 

- State Governments 

- Lo^^in^j lumber? and paper companies 

- Tree nurseries 

- Reforestation projects of minima? oil? and railroad companies 

- Fdr yourself? as a self-employed FOREST PRODUCTS GATHERER, ^ 



573 TIMBER CUTTING AND RELATED OCCUPATIONS 

People in these Jobs cut down trees? cleaf brush? and saw and trim lo^s* They clear land to 
prepare it for utility lines or for buildiniS? farming? or forestry sites. * Some work at loi33inM 
sitesf saw mills* or lumber companies. They may climb trees and use saws or pruning shears to 
trim treetopst They may fell trees? usinis an ax or saw. They^ ia« operate^ machines and 
vehicles to cut and haul timber. They may saw and chop up branches and load them on a truck. 
They may split lo^s into posts or stakes.* 

SAMPLE WORK ACTIVITES 

- Trim trees to- clear the ri^ht-of-wsy for utility lines 
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# Climb trees to reach bfanches near- 
wires end transmission towers 

• Prune treetops> usind saws or 
j>runin£l shears 



♦ Rendve broken limbs fro» wiresi 

iisihsl a pole 
t Fell trees that interfer with power 

servicer usinsi a chainsaw 



- Cut trees » brush and other Growth to clear land tor construction or forestry activities 



» Hoist tools to a tree trimmer 
» Position and stead*:^ ladders used by 
a tree trimmer 

• Saw and chop up branches and load 
them on a truck 

• Determine the position/ direction* 

- Oi='er3te a lodslin^ tractor to fell trees 

* Saw felled trees into lengths 

♦ Drive a tractor or horses to skid 
lods to a landind 

oad lods onto a truck by hand or 
sind a winch 



» Loa 

r 



and depth of cut to be made to fell 
trees ^ 
Clear brush and debris from the work 
areai^usind an ax and chainsaw 
Drive weddes behind a saw to start a 
tree fallinfil 



Split lods into posts or stakes 
Stack wddd in cord lots 
Measure arid mdrk lo^s f or sawind 
Harvest tanbark stripping the 
bark from trees with an ax 



HOURS OF WORK/TRAVEL . 

Loddind and lumber mill workers may lose wprkind time due to heavy rainr snbwr or extreme 
temperatures* 



SAMPLE PLACES OF WORK 

Anv^ business or industry that does its own land clearind work 
Companies that harvest pulpwood 
Farmind operations 
Loi^ilind companies 
Lumber mills 

Paper mills . 
Poyer companies 
Saw mills v 

Telephone and teledraph companies 
Wood distillind companies 



579 LOGGING OCCUPATlONSf M»E#C» 

People in these Jobs sortr load* mover and store lods and perform related tasks at loddind site 
or lumber yardSf Some measure and mark lodsr assemble lods into rafts so they can be towed to 
a millf Some determine how much timber is available for marketind» Some load lods onto skids 
or conveyors to be moved to cuttind or shreddind machines# Some sidnal workers where to place 
lods broudht to a landlnd» Many of these workers use aXeSf sawsr and other loddind tools and 
eouipmentf 



SAMPLE WORK ACTIVITIES 



- Measure^nd mark lods or felled trees for cuttind into sswlodsi or veneer blocks 



Inspect trees, arid lods to determine 
waste 

Mark cuttind areas on lods jf usind a 
measurind tape ind crayon 
Estimate the marketable content of 
lods 



f Use a scale stick to measure entire 

loads of pulpwood 
♦ Determine the total board feet of 

wood lotsr usind a conversion table 
» Inspect lod knots and other defects 



Assemble floatind lods into rafts for towind to a mill 
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♦ Use 3 power-driven suder to bore cable 

holes in loils , ♦ Float lo^s into desidhsted areas 

♦ Biiiid lo^s into rafts with a chain or with a pike pole 

- Harl^ lods in a river or pond to show their ownership and intended use 

i Brand the ends of lods with an 3k 
. that has raised characters on' its head 

♦ Paint, marks on the ends of lodsy ' 
usind 3 spray can 

- Walk through forest land to dSther infoi^nation about forest conditions 

♦ Sidht over a scale stick to estimate / ^ 
the height and diameter of each tree 

in 3 sample lot 

» Prepare reports on timber tapes and ^ 
^izes and the condition of forest land 

Select seasoned lods and load the* onto skids 3nd conveyors . 

- Direct the placement of lods brought to a landing 

t » Si£[nal workers where to drop lo^s on « Fdsten cables around lo^s so they 

I 3 landing can be moved 

|> Cut knots and limbs from lo^si usind . » Stack lo^s in piles 

I an ax and chainsaw 

HOURS OF UORK/TRAVEL 

- Host lo^^in^ Jobs sre outddors« Sometimes? working time and pay may be lost because of heavy 
rain» snowf or extreme temperatures* ^ 

SAMPLE PLACES OF^ WORK . 

- Lo!^dirt^ mills and camps 

- Luffibefi mills and sawmills 



-< : . ■ 1 



58 FISHERS» HUNTERSf AND TRAPPERS 

These workers fish» hunt? or trap wildlife* They may catch freshwater or desp sea fishi trap' 
crab or lobslen or father sea moss* Others work as hunters* They may capture wild animals to 
identify? exhibit? sell f or relocate them* They may kill animals for food or fur? or to 
protect , other animals* Trappers capture snimals in traps and may skin the animals for their 

pelts* •■ ■ • ■ - \ ..^ 



^ 583 FISHERS 

FISHERS catch or father marine life? such ds fishy lobsiersi oysters? and seamoss* They may 
work alone or as Part of a c^ew* They may fish from the shore or a dock? or dredde? or by 
wadini^ or divind into the water* They may use spearsr hooks and lines r nets? seines? cades? or 
their hahds to catch or father marine life* They may assemble and repair fishing nets and 
desr* They also may measure or weidh the catch and store it in containers or thie hold of a 
ship* 



SAMPLE WORK ACTIVITIES ^ ^ 

" Operate 3 seiner skiff tb help catch a school qf fish 
9^.- Use equipment such as a/seintf hoop? trdtmel? and net to catch fish 
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Fasleny position? and anchor nets - , ^ 

- Attach tlaas and lights to buoys to identita net locations 

- Haul a net to a boat usinis a winch 

- EiTiPta catches f rom nets 

-Stow fish in the hold of a ship ^ 

- Fish for craby eelr or lobster? usin^ pots (ca^es with net openings) 
^ Heasure catch with a^au^e to see if thea are le^al size 

- Caleb fish ba stretchihd nets across a creek or river . ^ 

- Build enclosures from netting to catch and hold fish 

- Catch f ish^hd other narine life with hooks and lines 

- Attach hooks f bait? sinkersf and floats to fishing lines . 

-Use a reel or winch to haul catch onto a boat deck , ^ 

- Pack fish in ice 

- Gather or harvest sponges and oasters from the sea bottoii 
Wear a wet suit and scuba dear to- father jiarine life 

- ils^ a bar to pra abalone froib rocks 

- Operate a dredge to harvest marine life 

- Use 3 coiDPass and landmarks to steer; a dredge or boat 

-Use hooks attached to the end of a pole to father spondes f rom the sea botto* 

- Gather irish »oss f rot rocKs and spread it on the beach to dra and bleach 
" Use a mower to father kelp fro* the bottom of the sea 

HOURS or HORK/TftAVEL ^ ^ ; 

FISHERS maa work during earla Inornindf daai evenindi or nidht. hours* 

- Soffie FISHERS work on sea doind vessels and maa spend daas or weeks at a time awaa f rom homev 

SAMPLE PLACES OF WORK - 

. ■ ■• ^ . •/ _ ..." _ . ' 

- Fisheries - 

- Private fishind companies that sponser sport fishing i! 
-For aourselff as a self-emploaed FISHER ■ 



584 HUNTERS AND TRAPPERS f> 

• . ■ ■ . ■ - t* 

These workers hunt? trap» or raise wild animals and birds* Theamaa^ capture animals to 
identifai exhibit? seU? or relocate them* Thea maa kill animals for\ food or- furs ^dr ^tq 
prevent them from harroin^ other animals* Thea maa work alone or as Part of a nuntih^ parta* 
Thea use eouipment such as weaponsr trapsf netsi and poisons to capture or kill animals* They 
maa skin animals and cure their pelts* Some workers supervise hunting! expeditions or collect 
and capture sea life* 

SAMPLE WORK ACTIVITIES ^ ; ;V 

- Breedy raiser and protect ^ame animals and birds on a state ^ame farm or private dame 
preserve 

Care for breeding stocks in pens 

- Select pairs of animals for matindi based on their sizei colori ' vidor^ and other 
characteristics • 

- Mix feed according to formulas • 

- Clean and fill water and food containers 

- Set trails to catch animals that may harm dame animals 

- Drive birds into coops so that thea can be transported 

- Lead an expedition ttn hunt for and capture sea mammals for research purposes or display 
-"Plan the food* eauipmenti and supplies needed for huntind trips 

« Inspect hunting eouipment 

- Assisin workers to mend netsi pack and load food f and do other tasks to prepare for a hunt 

- Huntr trapy and kill dangerous animals to collect bounty ' 
• - Use do^s to hunt wild animals 

- Remove the ears or tail fftom slain animals to present as evidence of the kill 

•- Place nets underwater to capture sea mammals f such as whalest porpoisesi and dolphins 
Kill seals for peltsf using clubs 

- Set traps with bait or scent ' , 
w^rifi--" Patrol 5 trapline to remove catch- and reset the traps ^ 



Skin animals* usinis 3 knife 
Stretch pelts on frames. to be cured 
Trap birds to serve as broodstocM or for identification and relocation 



HOURS OF WORK/TRAVEL 



hDntERS and trappers aaa work durinis early morniniSf day> evenin^t or nidht hours* 

HUNTERS and TRAPPERS Ray travel to nearby areas or to far away locations* Som spend days 

weeks at a tine away froii hoRe* 



SAKPLE PLACES OF UORK 



Game preserves 
Government ai^encies 

Companies that sponser huntini^ expeditions 
»Aniiiial societies 
Museums 

For yourself* as self-employed HUNTERS or TRAPPERS . 



B999 MEGHAKICS AND REPAIRERS 



These workers maintain and repair aechanical eauip^ent and instru«ents» They may install or 
repair electrical e«uip»ent for communications systems or data processing* Others may work on 
vehiclesf repairing 3utos or. maintaining construction or heavy transportation eciuiPmentt Some 
work on precision instruments! household appliancesf watchesf cameras? or musical instruments* 
Some repair? mover or maintain industrial machinery and work to prevent breafedowns* 



60 supervisors: mechanics and repairers 

These people supervise workers who adJustf maintaim and repair tools and machinery* They 
determine the workers materials and supplies needed to repair Jobs* and the methods and 
procedures to be used* They train workers? assign duties? interpret work orders? and solve 
difficult work problems* They prepare progress reports and recommend ways to improve work 
methods and conditions* They also enforce safety rules, and handle worker and customer 
complsints* They may perform some or all of the duties of the workers they ^supervise* 



SAMPLE WORK ACTIVITIES 



Repair and maintain bakery eouipment 
Inspect and repair artillery weapons 
Service and repair office machines 
Install and repair vending, machines 
Inspect and maintain fuel storage 
systems 

Repair and maintain fire fi^htin^ 
eouipident f ' 
Assemble and install industrial 
machinery 



- Supervise workers whot 

• Repair and maintain eouipment used 
at a power plant 

^< Service cars for an auto dealership 
y s Provide repair servi^ces at an 
3ppliarice dealership 

• Repair and s^vice boats 

• Repair and service farm machinery 

• Operate and maintain military, tanks 

• Build and repair equipment used to 
load and unload ships' car^o 

• Test engines 

- Talk with managers to plan maintenance programs and schedule inspections 

- Review/ technical papers? catalogs? and other reference materials 

- Talk with ^ales agents to select new supplies^ . . * • * 

- Talk with contractors to resolve problems in the installation of new eouipment 

- Review inspection and repair reports and observe repair work in vpTo^ress 

- Help sales workers adjust customers' service complaints 

- Hire? transfer? and dismiss workers 

- Develop company policies and procedures for repair services 

- Review work orders and inventory reports to plan repair work 

- Test vehicles and eouipment? usin^ ^au^es and other testing devices 

- Estimate the cost of rapairs? based on labor and materials reouiremeiTits 
^- Help workers repair vehicles and eouipment - 

" Inspect work for ogality 

- ResolC^e worker complaints 

- Train workers to install and repair Pumps 



HOURS OF WORK/TRAVEL 



(No Information) 



SAMPLE PLACES OF WORK 




Airline companies 
Auto dealerships 

Companies that build engines and turbines 
Companies that produce bakery products 
Construction companies 

Farm machinery repair shops and dealerships 
Firearms manufacturers 
Bovernment agencies 
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Industrial plants \ •\ 

Lisihtf heatf and power companies 

Manufacturing CQMpanies, \ ^ 

HilitarB services \ 
Petroleu* refineries ' r 

Ship and boat fauildini^ and repair firfts 
Telephone and telei^raph CQiPanies 
Vending lachine companies » 
Water transportation coiPanies 



61 HECHANICS AND REPAIRERS / 

These workers »a^^ntain and repair mechanical eQUiPtent and instruients» They lay install or 
repair electrical ectuipment for coniunica^tions systems or data procfssinslr. Others »ay work on 
vehicles^ repairini^ autos or naintainin^^ construction or heavy transportation eouiPientf Soke 
work on. precision instrui»ents7 household appliances? watchesr canerasi or ■u^ical instruient^f 
Soffie repairV movet o* maintain industrial machinery jsnd work to prevent breakdowns* 



^ 611 VEHICLE AND MOBILE EQUIPMENT MECHANICS AND REP 

■ ■ 4 - . ■ - - ■. - '■'•V. ' 

these workers maintain and repair vehicles and other mobile eaUipment* They may repair 
automobiles or auto bodies» Others repair heavy eouipment used in construction or on farms* 
Sodie work on aircraft eni^inesi hyi^Iraulic systems? or airframe Assemblies such as windst They 
may asseiTible rocket parts or work on locomotives* Some work to maintain industrial or refinery 
eQuiPfflent and prevent breakdowns* ^ v 



6111 AUTOMOBILE HECHANICS 

AUtOHOBILE MECHANICS service and repair cars and other* sas-powered vehicles* While most of 
these HECHANICS perform a variety of repairs? some specialize in the repair of a certain ,part 
of a car such as the brakes? transmissions? or eni^ine* They use many different handtools? 
power tools? and testing instruments to do their work* 

SAMPLE WORK ACTIVITIES / 

- Look at and listen to engines to find what's not workinii^ properly 

- Drive ears onto a rack and test them for defects such as bent anles? Worn ball Joints? and 
bent steerini^ rods 

- Read manuals and study charts to find the rii^ht way to f iK eouipment 
Remove eni^ines and transmission units from a car? usini^ wrenches and a hoist 

- Install or repair ej^uipment? such as radios? air conditioners? power steering units? and 
power brakes / 

- Adjust en^inesf brakes? wheels? and other parts of a vehicle 

- Replace bands? i^ears? seals? and valves on a transmission unit? usins hand and power tools 

•■- ' ' ' ' • • . ■ ■ . " . ' ' 

HOURS OF HORK/TRAVEL 

- Seriersllyf these jobs do not reaui re travel* 

- Host AUTOMOBILE MECHANICS have a reSulsr 35-40 hour wofk week. 



saKpie places or uork 
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O " Auto dealerships ^ I' 

* Auto repair shop$jr i^ds stations? and department stores that have auto service facilities 
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Federals sifter and Ideal j^overrmtent ai^encies 
TsKicsb conpsnies \ 
Auto> lessini^ GonF3riies\ 
Auto visnuf dcWrers 



6112 BUjB AND TRUCK ENGINEi 



AND STATIONARY DIESEL ENGINE HECHANICS 



These people service ^rrd repair eniSines used to power industrial vehlicles and Rachinertirf Thi 
includes hus> truck? tractor* train> and boat eni^ines as well as eni^ines used to power 
nachinest Theij read Job orders and manuals and listen to and test eni^ines to .determine the 
repairs neededt They retiove eni^inesr take them apart f and repair or replace worn or danaMed 
parts* Thea may recondition efjg^ine parts and install and bonnect pipin^r controlsi and 
iiSnition systems* They use Miiechanics' toolsj hoistsr J^cksj metersi Sau^esi and power 
e«uipment* 



I- 



SAMPLE MORK ACTIVITIES 

Repair and service eftiSines oh industrial trucks and tractors 

- Read manuals to plan repair work 

- Overhaul eniSinesf usiniS hsndtools^ weldihis eouipmentf and a hoist . 

- Adjust safety devices 

- Attach timiniS instruments to engines 

- Resd meters and i^ausles on test eouiP'raent to determine what is wron^ with engines 

- Use hoistsf Jacks? and mechanics' tools to remove eniSines and take them apart 
~ Inspect engine perts for damage and replace wo\^n or damaiSed parts . 

- Install and repair eniSines in yachts? tu!3s> trawlers? and other boats 
■^ Connect fuel* oil? and waterlines to eniSines 

- Install eniSine controls and propellers in boats 

- Repair and maintain diesel eniSines used to power construction machinery 

- Use lathes? boring machinesf and handtools to recondition eniSine parts 

- Weld and cut parts f usi\n!3varc-weldin!3 Snd flame cuttiniS devices , ' 

- Work as an APPRENTICE ENGINE MECHANIC * 



HOURS OF WORK/TRAVEL 



Kurina warm months? BOAT ENGINE MECHANICS and TRACTOR MECHANICS may work more than 40 hours a 
week* In the winter? they may work fewer tharn 40 hours a week* In northern states? some of 
the winter slack may be taken up by repair work on snowmobrlesi 



SAMPLE PLACES OF WORK 



Boat dealerships and repair shops 
Boat marjujacturers 
EmSine repair shops 

For yourself? as a ^elf-employed diesel eni^ine mechanic 
Marinas -operated by Federal? State? or Local i^overnments 
Private marinas 

Tryck? bus? or automobile repair shops and dealerships 



6113 AIRCRAFT ENGINE MECHANICS 

■ ■ ■ ■ ' • ' * ' • ' . • ■ " . . ■ , 

These MECHANICS service and repair aircraft eni^inest Some inspect? test? and adJ^st Jet and 
propeller-**driven planes* Others make and assemble rocket engine parts* These workers use 
handtools? power tools? and precision measurini^ instruments to do their work* They may 
specialise in testiniS hydraulic? electrical power? structural systems or other aircraft 
systems* * ^ 
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SAMPLE NORK ACTIVITIES 



- Open an endihe throttle to full power and look for' vibrstioh p^^^^ in eniSine >ltts^ 

- Ustch fuel and oil pressurcSnstruittents tb see if thei;w^^ ; ; ; 

- Test landing ^esr and control sa&teis to see if thea »eet set reouirewnts . ^ 

V Adjust -cdftpssses and other directional eQuiPnent , \; " 

•\ Go on test fliiSht^ to make in-'fli^ht adJustiients .to cont "/:■-■ 
A Keep record? of wotj^tobe perforied in the shop to prepa1*e, planes for delivery ■ 
Iteplace aircraft paFtT^' ' ^ 

- Heasure' rocket eniSine parts? using calipers and iiicro»eters V ' - ^ n -v ^^z ' 
-vAssemble rocket engine parts anto coBUPlete units - , , ' : i 



HOURS OF WORK/TRAVEL 



- Generally? these workers have a standard 35-40 hour work week # 



SAMPLE PLACES OF WORK 



Companies tfiat manufacture aircraft or aircraft parts 
Airline companies 
Hilitara services 



6114 SMALL ENGINE REPAIRERS^ 

These workers service and rjppair small endinesi such as those found on chain sawsf motorcycles r 
motorboatsj and lawn mowers* Thea also may repair and adjust clutches? Brakes? and other 
machine p-srtSf They listen to the engines and talk with customers to determine the repair work 
needed* They take eniSines apart? test them? and repair or replace defective iRarts* They may 
rebuild motors* They may also clean engine parts? replace rioiSs and timiniS devices? and 
replace faulty wirini^* They use precision measuring tools? handtools? and iachine tools* 



SAMPLE WORK ACTIVITES 



Repair and overhaul motorcycles and motor scooters 



remove cylinder heads? i^rindivalves? 
and scrape off carbon ^ 
Hammer out dents and bend$ in v 
vehicle frames . 
Repair and adjust clutches? Vbrakes? 
and drive chains 



♦ Listen to enisines? check their 
frairies? and talk with customers to 
determine repairs needed 

♦ Connect a test panel to eniSines to 
measure the Generator output and 
timing 

♦ Use handtools and power tools to 
- Test? repair? and rebuild outboard motors 

f Test outboard motors in a tank and 

repair? adjust? or replace parts as 

reauired / 
t Write test reports that explain why 

boat motors were rejected 
» Use electrical testini^ meters to see 

if boat motors meet the manufacturer's 

— Repair internal combustion engines used in factory service departments or repair shops 

♦ Take engines apart and clean parts? 

such as c*i^linder heads? and pistons* , i 

♦ Use lathes? sirinders? and borinS 
machines to rehore cylinders 



specifications 
* Adjust boat motor deneratoris and 

replace fau^y wirinis ufin^ handtools 

and a soldering iron J 
t .Replace ^ears? POintsr piston rinds? 

and spark pIuiSs in outboard motors 



- Repair engines that power electric generators 
r-nir^ Repair and service powered saws 
!riS!.^ Repair engines in lawn mowers and slarden tractors 
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HOURS OF HORK/TRAVEL 

- Durinsi warn isonlhSf LAIW HOHER and BOAT MOTOR REPAIRERS »3y work m re than 40 hours a Meek to 
neel service demands* In the winter i they man work .fewer than 40 hours a week* In northern 
states r soie of the winter slack' nay be taken up by repair work on snowmobiles* 

SAMPIE PLACES OF WORK > 

Engine manufacturers • 

- For yourself f as a self-emplQyed repairer . . 

-^ Hardware stores and other retail stores that sell and service todls or eau lament powerjpd 1)y 
sinall engines or motors , , 

- Industries that do their own small engine repair work . 

- Lawnmower repair shops 

- Marina^ operated by Federals States or Local Jovenments 

- Mdtorboat repair shops and manufactwers 
'Motorcycle repair shops and dealerships 



6115 AUTOMOBILE BODY AND RELATED REPAIRERS 

These workers repair/ and refinish vehicle bodies* They straighten bent frames i ' remove dentsr 
and replace, crumplled parts that are bevond repaxr* They may straighten bumpers or replace 
broken dlass* They Wy tighten brackets and loose bolts i and make other minor, repairs*; Some 
install custom eouipment at customer's reauest* They use a variety of eouipment and tools* 
includin/drillsi riveters? weldersi hammers^ files? screwdrivers? and sanders* Some also use 
measurinia tools and power machinery * , ; 

SAMPLE WORK ACTIVITIES - V 

- Drive a dar to listen for noises and look for l^aks ^ 

- Replace worn rubber moldings on car doors and windows ^ , v / ^ 

- Compute the cost of parts and labor reaui red to repair a truck body or frame 
— Use handtools and power tools to repair trailers 

- Weld together t tuck body parts and braces 

Measure and iriark vinyl .to be used m car roofs ^ 

- Reiftove the upholstery f rom -a bus ^ ^ * ^ ^ n 

- Use wrenches and a cuttmis torch to remove damaged fenders and sriUs : 

- Filer drindf andVsand repaired surfaces 

- Overhaul used and wrecked trailer bodies , 
■ - - Use power shears to cut openiniSs in a car 

- Screw > rivet? and weld new units to trailer sections 

- Fill dents with solder or other plastic material 

■ Use 3 sledde hammer to remove dents in car bumpers 

- Use 3 ^lasscutter to cut safety islass to a certain size and shape 

- Replace a broken windshield in a car 

' ' ' • . ' ■ ■ . ' ' . ' •' , ' ■ 

HOURS OF HORK/TRAVEL ' 

Generally? these workers have a standard 35-40 work week* 
SAMPLE PLACES OF WORK 

' ' ^ / • ■ ■ • ■ ' . ■ ' - IP"^ • ' " ^ ^- ■ 

Automobile body shopsr . . ' **-''^V . 

- Car and truck dealerships ' \. / v. xi. ^ * \ ^ m. w \ ^ 

- Trucking companies? bus lines? and other orisanizations that maintain their own motor vehicles 
i^n I /--"'^ Motor vehicle manufacturers 

fcryiL - Home repair shops 



6116 AIRCRAFT HECHANICS^ t^^^ 

These workers service and repair sirp.Isnest They repair h^drdulic s^steasf Isndinsi iteSff 
Propeller sssenbliesr and fuel tanks* The!^ also repair sirfraie asseablieSf such as winiis and 
tail unitSf They work froi blueprints and engineering orderst The9 use handtoolsi power 
tool^f welders' rivet ^unsr netal-^-workin^ RachineSf and precision nedsurin^ devices* Then 
assi^mble and install power brake unitsr carburetors? valves? and pipelines* They also inspect 
uirin^y switchesr and controls to nake sure thay are in safe operatinSi i2ondition« 



SAMPLE WORK ACTIVITIES 



- Review blueprints and eni^ineerin^ orders to determine the location of aircraft parts 

- Connect power and hot air sources to codling systensr usin^ handtodls 

- Observe neter readings and compare theii with performance standards 

- Adjust thermostats and air flow control devices 
~ Repair! replaces and assemble Parts? such as win^s? fuselage? tail assembliesi and landing 

^ear 

- Use power shears? welders? rivet i^uns? and power drills to repair aircraft frames , 

- Use handtools? ^au^es? and testing eQuipment to repair worn engine components 
-Adjust and repair electrical wiripa systems . 

- Install de-icina eouipment and ejection seats 

- Build special testing eouipment used on space vehicles 
~ Clean aircraft Parts, iii cleaning solutions 

" Measure parts to determine wear? usin^ precision measuring devices 

- Install PumPS and pipelines for airfield fuel systems 

- Remove dents and scratches from aircraft parts usin^ brushing tools and abrasives 

- Work under contract as ari APPRENTICE while learning to fepair aircraft 

; ' ■ ■ • 

HOURS OF WORK/TRAVEL • , 



- MECHANICS employed by airlines may sometimes work ni^ht shifts* 



SAMPLE PLACES OF WORK 



- Aircraft manufacturers 

- Airline companies 

- Companies that make ready-built aircraft parts or assemblies 
-Companies that service their own aircraft 

- Military services 



. 6117 HEAVY EQUIPMENT MECHANICS 

These workers repair and service larde machines such as bulldozers? traders? and power shovels* 
Some repair railed vehicles or sea vessi^ls* The» operate and InSF^eci machines to find out wh$i 
is wrori^ with them* They take machinei'y apart and use meters and iiau^es to examine parts for 
damage and wear* IhnH use mechanics^ handtools? Jacks? and cranes or hoists to remove vehicle 
parts* They may weldr straighten? bolt? and refit structural metal assemblies* 



SAMPLE WORK ACTIVITIES 
- Repair? rebMild? and service* 
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f Cranes r scrapers » and other ♦ Fuel pubipsi water puipsi and control 

construction eQuipftent valves on streetcars and buses 

f Powefed lo^^in^ eouiPBientf such as ♦ Railway freight cars and locototives 

a air cdnpressors and road traders ♦ Underground fcine cars 

♦ Crawler tractors and tanks * Ships and other vessels 

- Use mechanics' handtoolsf Jacksi and cranes to reiove vehicle parts 

- Exaoiine parts for da»a^e and wearr usin^ meters and ^au^es • 

- Replace essenbliesi such as transmissions , ^ ' , \ 
Test air-control valvesf air pipesi and airnoses for leaks 

- Remove and inspect wheels* brSke assemblies? and roof sections 

- Check bearings? baskets? and seals for defects , x v 
^ Repair and replace steel sections^ usinsi a welding torchf power wrench? and plumbxn^ tools 

- Replace window ^lass ^ 

- Dip parts in solvent to clean them 

- Ueld broken parts ' _^ ^. ' 
Work below the surface of water in a divine suit to inspect and repair ships 

- Work as an APPRENTICE while learning to repair railed vehicles 

HOURS OF WORK/TRAVEL 

- Railroad CAR REPAIRERS maa be assigned to ni^ht and weekend shifts on the basis of seniority* 

• ■ . . ■ , . '*'■■.' 

SAMPLE PLACES DF WORK ' . 

- Automobile dealerships and repair shops 

- Construction companies 

- Lo^^in^ companies 

- Mining and auarrain^ companies - 

- Railroad company repair shops 

Any business that uses heavy eouipment 



6118 FARM EQUIPMENT MECHANICS ^ 

These people service and repair machineryi eauipmentf and vehicles used Oh farms to Hantt 
tehdf harvest? move? process? and store plant and animal products* This eouipment includes 
tractors? harvesters? pgmps? tilling eauipment? trucksf balers? combmesf and plows* They use 
many basic handtools and may use power tools or weldin^^ and testing eouiPment to do. repair 
work* They spend much of their time repairing and adjusting equipment brought to a shop? out 
may travel to farms. to make emergency repairs* 

SAMPLE WORK ACTIVITIES 

- Look at and listen to machines? motors? and engines to find out what is wroni^ with them 

- Use handtools to take apart defective units on farm eauipment . ~ ^ 

- Repair or replace parts? usin5 such tools as a dpill press? lathe? welder? Grinder? and saw 
-Oil and adJust machines and eauipment 

- Install and repair wiring and motors 

- Install an irrii^ation system on a farm. ^ , 

Ali^n and adjust drive chains and housings on Hay balers and combines 

- Replace carburetorsf fuel pumps? and spark plu^s in farm machinfery 

- Wash and paint farm machines such as plows and harvesters ' 
-Fill ^as tanks and radiators ^ 

- Change tires on farm vehicles 

- Install and adjust attachments on farm machinery 

- Repair milking machines 

- Use a lathe and drill press to machine metal parts y 

- Cut and fuse metals to make metal Parts and pipes 

- Instair^asi steam? water? and air pipes in dairy eauipment 



HOURS OF MORK/TRiSVIL . ^ 

- Durin?3 Planting /and hsrvestinS seasons ir FARH EQUIPHENT HECHANICS may travel m&m tiles to 
take eieriienca repairs in far* fields* 

SAwke PLAGES OF WORK 

Service depart»ents of fami eauiVient .dealerships 

Independent repair shops , / 

Lar^e fams that have repair shops 

- Service departients of farm eouipient wholesalers and Manufacturers • 



;413 INDUSTRIAL MACHINERY REPA^^^ 

These workers iostallf repair r and service^ industrial aachinerHt The« keep nachines well oiled 
. and dr?asedf replace parts as neededi and use neters and daudes to measure and allien all partSi 
Thea also keep upHo-date records^ of repairs and inspection schedules* Thea follow blueprints 
and other technical instructions to diagnose probleMs and make repairsi Thea Use handtools and 
man use powered topis and;, nachinera* . 

SAHPLE WORK ACTIVITIES 

- InstallK reepain and service nachinertf such as{ 

> Power steerinii units newspaper :.4hops : ^ 

• Auto servicing eeuipftent * Linot^^pe Machines and related 

♦ Cari^o winches and other deck eouiPient 

eeuipiient * Offset presses used in printiniS " 

• Subtiarines operations 

♦ Propellers? puhpsj endinesf and # Textile jiachinera 

steering isear used aboard ships ♦ Hashersi driers f and other laundra 

• Fori3ini3 presses? rollsr and furnaces, eauipnent , 

4 Lathes? drill presses? and other « Ovens? cohveuorsr dnd slicini^ 

production eeuipHient - iachines 

♦ Electron^ic ecliuipftent used in . , 

- Follow blueprints? diadrais? and drawini^s 

- Operate Rachiner^:^ to detemine wh!:^ it is not working properly 

- Use Machinists handtools? chain hoists? and steeL rollers to take apart? repairi or replace 
defective parts .. - . 

Use «ieters and i^au^es to determine if parts *eet specifications 
Assenble pu»ps? cylinders^ valves^ Motors? and controls 

- Cle^h and oil parts . • \ ^ ^ \ ^ V^-^x 
Inspect and replace seals? baskets? hoses? tubm^f Motors? puhps? and filters 
Solder broken wires ^ 

-Work under contract as an OUTSIDE HACHINIST APPRENTICE whiU learning to install ship 
Machinery ■ ; 

- Work under contract as a LINOTYPE MACHINIST APPRENTICE while iearninsl how to repsir linotype 
eeuiPMent 

HOURS OF WORK/TRAVEL ^ 

- INDUSTRIAL MACHINERY' REPAIRERS May be called upon to Make eMtr^ency repairs at nisiht or on 
weekends* Shift work May also'^'be required in soMe Jobs # 

SAMPLE aACES OF WORK 

Any^ industry in which a ^reat deal of Mschiriery is used? includinfli the foUowinii 
O lanufacturintf industries r i 



ERIC 
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Carpets and ruas 
Che»ic3ls 
EKpltJsives - 
Food products 
Knit sioods 
Hachinertf 



« Metsl products 
» 'Psper 

; PriR3r«di ietals 
♦ Rubber 
I 



Textiles 

Transportation eouiPient 



- Railroad companies , 

- Water transportation coipanie^ 

- Military services 

- Ship buildini and repair Tir«s 

- ForainS shops 

- Printing and publishing firms 

- Laundries 

Oil refineries and pipelines 



614 MACHINERY HAINTEHWICE OCCUPATIONS 

These worKers do routine naintenahce of production Mchineryf They routinely change parts such 
as biadest rollersV bearin^sr knives? and^Suidest They also aay fill containers with water t 
inkr coolantsr or other waterialst Ihey nay oil and Urease tachinery* They »ay ^Iso take 
spartf cleanf and repair eouipnent*. 

SAMPLE HORK ACTIVITIES 

- ReiRovef replace? and adjust parts of »achinesf usina handtools and a hoist 

- Clean eouiPiientr usinsi an airhose 

- Change knives in ■achines ■ ■ ± 

- Remove motors that require uaJor repair and replace the* with new motors 
Prepare chemical solutions used to clean eauipiienV ^ . . t. . 

- Repair and replace canvas? leatheri or rubber belts used to drive lachmery 

- ttQunt printing rollers on machinesr usinl a hoist 

- Use a »eter to check the speed of iachinery ' 

- Thread materials into machines , m-xx - m 

- Take apart and clean electric eeuiPtentr such as wires and conduit fittinSs 

- Replace worn surfaces on polishing wheels - 

- Replace iRetal liners used in mills? crushers? and hoppers 

- Operate a shovel to rewve rock deposits av a strxp *ine 

- Oil and Urease bearings? ^ears? and other machine parts 

HOURS OF WORK/TRAVEL 

- MACHINERY MAINTENANCE WORKERS are found in a variety of industries. Work hours vary fro* 
industry to industry* So«e workers may work shifts* • 



SAMPLE PLACES OF WORK 



MACHINERY MAINTENANCE WORKERS work in alsost every type of industry and plar^t and in wny 
businesses* So*e of these includel < 



» Chemical coipanies 
.9 Iron and steel iills 

♦ LiiShtf heat?, and power companies 

♦ Machine shops 

♦ Manufacturing plants * 



Mines and Quarries 
Ore refineries 

Printing and publishinsl coipanies 
Textile mills 
Tobacco companies - 
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A15 ELECTRICAL' AND ELECTRONIC EQUIPHENT REPAIRERS 

These workers inst alii usintsini and repair el^ciricsl and electronic eouipientt Joh5--Mnde 
fro* installinsi dry cells in bsttew-es to laintBinind ■issile control systems* Soae work on 
coMunications systens eouipient ^(leh as TV df JteleiSraph systeist Others install and repair 
telephones* Sane Maintain data processinsi eauipientt industridl Process control systeksr 
lighting. systeiiSf ho»e entertainment eauipBentf or transforners* 



6151 eOWUMICATIONS EQUIPHEN^^ 

These workers' instal-li repain and service coMiunicatibns eouipaent* This tay include 
telephone^ teledraphf radioi or TV eouipaent* They use handtools» powertoolsr testing devicesi 
and soldering irons to install and repair eouipaent* They follow wiring diagraiis and 
blueprints to deternirie how to repair and ass^able parts of electrical s^steast They aa^ cli>b 
utility poles or go do^n into underground tunnels to work on eouipaent* They May drfve a truck 
or patrol an area on foot ta inspect? test? and repair eauipient* 
■■ , . ■ ' ' ■ 

SAHPLE UORK ACTIVITIES . 

--Follow diagrafts and blueprints to repair ar install electrical eouipftent 

- Use. test meters and handtools to test and repair telephone central office eQuip»ent 

Adjust dialsf coin tracks? springs? and relays on phone eaulPMent*-llse cleaning solutions to 
dean eauipiftent parts 

- Repair telephone switchboards on custo»eirs' prenises 

- Repair radio and TV receivers? radar units? and asplifiets 
Install and repair movie projectors and public address systeas 

- Inspect? test? and repair aircraft coMunication and flight control systems ^ 

- Drive a truck to Inspect? test? and repair electric gate crossings and railway signals 
^ Repair eouiPient used in telegraph of f ices , 

- Use , cleaning solutions to clean eouipsent parts . 

- Solder color-coded wires in eauiPMent? following a wiring diagrdft 

- Cliiib poles to tighten loose wires 

- Test and repair aerial r underground? gr^jjnderwater cables 

HOURS OF WORK/TRAVEL 

- Some of these Jobs may reciui re local travel to install? repain and service eQuipmentt 

SAMPLE PLACES OF WORK ' " ^ 

- Airplane and aerospace manufacturers 

- Airline companies 

Companies that manufacture or repair electronic products or parts 
^ Radio and TV broadcasting stations 

- Retail stores 

-Telephone and telegraph companies . 

- Any' industry that uses electronic communications eauiPment arid does its own repair anc{ 
service work 



m2 ELECTRIC MOTORf TRANSFORMERr AND RELATED REPAIRERS 

These workers install? repair r and service electrical eauipmtntr such as motorsr transformersf 
batteriesy wiring^ and switches* They follow blueprints or diagrams and use testin!^ devices 
and handtodlst They may test and repair vehicle generators? starters^ and motors* Thty iay 
recondition parts used in electric pdwer systems* The9 may replace cells in batteries* Thmy 
ifty service electrical eduiPment aboard a ship^ These workers take Machines apart » replace 
O jefecttive partsr and solder loose connections* ^ 
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SAMPLE WORK ACTIVITIES 

- Repair electric golf carts at 3 dolf course or repair shopi 

• Rewire electrical systems ' . 

• Test and recharge batteries 

• Adjust brakes, and belts 

- Repair weldingf brazing? and cutting lachines 

• Inspect iiachines and watch the* defective parts , 
operate to find out what is wrong with t Solder loose connections 

them Use welding and brazing eouip^ent to 

• Take fftachine apart and replace reassemble ■achines 

-Test* repairf and rebuild vehicle generators and starters 

• Clean »otor parts in gasoline and ♦ Measure the speedi harsepoMerr and 
exainine the» for defects power usage of motors . ^ • ^ 

• Assemble and adjust repaired ♦ Test coils for shorts and grounds 
electric motors 

-Clean? assemble? and test motors used on railway vehicles 

• Scrape the inside of motor cases to to remove greSse 

remove grease and dirt * Wind new coils on the armatures of 

• Boil transformer cases in chemicals used motors 



HOURS OF WORK/TRAVEL 

Some of these workers me^ travel locally to install? repairr and se;rvice eauipment. A .few 
perform routine repairs and maintenance aboard a ship* These workers wy be away from home 
for long periods* 

SAMPLE PLACES OF WORK > 

Automobile service stations and repair shops 
Chemical plants 

Electrical equipment manufacturers 

For yourself? as a self-employed repairer 

Golf courses . . 

Heat? light? and power companies 

Repair shops that specialize in repairing electric motors 

Ship lines ^ 



61S3 ELECTRONIC REPAIRERS? COMMERCIAL AND INDUSTRIAL ^^E^^^ 

These people install? repair? and service electronic eouipment used in business and industry^* 
They work with computer? radar? and missile control systems and with systems that control 
industrial machinery and processes ♦ They use electrical^ and .electronic testing devices to 
locate and diagnose electrical problems# They interpret Wiring diagrams to^trace and connect 
wires* They repair and replace relays? switches? and controls* They replace Plugs? wall 
switches? and appliance cords* They use a variety pf handtools to do their work* 

SAMPLE WORK ACTIVITIES 



- Repair and maintain electrical eauipment in a power Plant 



♦ Test eouiif^ientf usifild electrical ♦ Ihspect and test circuit breakers - 
testinsi devices and transtprifcers 

♦ Notifif Plant rs-ersonnel of mecessari:! • Test insulators and bushini^s for 
^ eouipient downtime power leakage 

* Repair and replace relaWsf switches? • Keep records qf repairs wd tests 
controlsf and recording instru»ents tade 

f Interpret wirinS diasrans to trace • Work under contract as a Powerhouse 

and connect wires Electrician Apprentice while learnihS 

• Clean and repair »otors> convertersf the work 
and Generator parts 

- Drive a vehicle and operate a special radio to locate the ofisin of radio and TV interference 
caused bi:i pQWerlines - 

- Install and adjust electronic etsuipient in private hoaes arid businesses^ 

- Install and repair conputeri radar? missile control r and coMunications si^isteis 
r» Train workers in service and'repair technioues , 

- Repair electrical instruipients used to locate radioactive naterial in oil uells . 

- Install 'wirin^f switchiniSf and 3lar» sasteiS 

- Replace floor plussi wall switchesf and api^liance cords in buildinsfs 



HOURS OF WORK/TRAVEL V 

' - . - ■ ■ ■■ . , • 

- Soiie of these workers travel localli:! to installr repair? and seV vice eouiPRehtt Thev usual«:i 
are not away frdi ho»e ovePnii3ht» 

- The normal workweek for many of these workers is 40 hoursr Houever? over tine. work is often 
reeuiredt Sone workers are on call 24 hours a day* Others Work rotating shifts^^^days one 
week? nishts the neKt* 



SAHPLE PLACES OF WORK 



- Lisht? heat? and power companies 

- CoRpanies that nanufacture or repair electronic eouipaent 

- Any industry that does its own electrical and electronic repair work * 



&1S4 DATA PROCESSING EQUIPHENT REPAIRERS 



People in these Jos install? repair? and service punched-card Office machines sMch as 
collators? proof machines? and card punches* They may make resular visits to off ices to check? 
adJustf and repair machines* They may install? adjust? or repair .machines uPon reeuest* They 
follow charts! blueprints? and diasrams to do their work* They also use handtools such as 
screwdrivers and wrenches and test equipment such as Maudes and volt meters* Some Workers 
specialize in the installation and repair of wirinS in these machines* • 



SAMPLE WORK ACTIVITIES 



- Read charts? blueprints? and en^ineerins notes to find out about the drive speed and timing 
of 3 card punch machine ■ , 

^ Install special parts in machines 

- Operate and listen to machines to find out what is wron^ with them 

- Measure distances between machine parts to see if they are correct 

- Adjust printini^ and contact brush units . c» 

- Use a voltmeter and ohmmeter to test electrical parts of machines ' . 

- Read wiring diagrams to find out the lengths? types? and colors of wir^s and cables in 
machines 

- Use wrenches? scewdri vers? and a solderins ^un to fasten wires and cables 



HOURS OF ttORK/TRAVEL 



(Ho Information) 



SAMPLE PLACES OF WORK 
Business ■achine nsnufacturers 

Firfts lh3l PTOvide ft^intensnce services to businesses 

Repair shops, , \ ^' , 

Lar^e businesses that e»Ploy their own full-tiM repairers 



615S ELECtRONIC REPAIRERS! HOME-ENTERTAINMENT tQUIPMENT 

These workers repair and service TV setsr radiosf stereosi tape recorders! and other ho»e 
electronic products So«e specialize in repairing one /kind of eauiMenti While othe 
several types* They talk with custo»e)ps to find out wnat is wrops and^ check for coimon 
problens such as loose connections* They so«eti»es use wiring diaarais and service iianuals to 
see how to locate and solve probleiBs* They use test eayip*er>t such as volt »eters and 
handtools such as pliersf solderinis ironsf and wire cutters* 

SAMPLE WORK ACTIVITIES 

- Test wirinsff tubesf resistorsf and other Parts of X^^^^io 

- Solder loose radio parts together 
Install a radio in a car 

- Use handtools to replace radio parts . ' .A , 

- Take apart a TV set and replace worn switches and tubes 

- Use a volt ifteter to test TV .circuits / 

- Test and adjust a record changer ^ . . . - ,^ ■ , ^ 
r Use a screwdriver and stroboscope to adjust the speed of the turntable on a record player 

- Install and adjust TV sets and antenna^ - v 

- Drill holes in buildings to Mke OPetnngs for TV antenna lines \ 

- Install a lightning rod on a TU lead-in wire * \ 

HOURS OF MDRK/TRAMEL ' 
(No Information) 

SAMPLE PLACES OF WORK 

- Customers' homes 

- TV repair shpPs 

- Shops 3dd stores that sell and service TV sets» radios* 3nd other electronic products 



<S15& HOUSEHOLD APPLIANCE AND POWER TOOL REPAIRERS 

These people installs repair^ and service household appliances' and power tools? They repaid* 
small iteis^ such as bench toolsr vacuui cleanersr and toasters* They also work on large 
iteiSf such as rangesjr dryers? and air conditioners* .They exanine the •aehiriesf and lay refer 
to nanuals to determine what is wrong with theiand how to repair the* • ^They take the tachines 
apart f repair or replace damaged. parts? test wiring^ and grease parts* They use handtools and 
may use power tools and welding or soldering eouiPtent to make repairs^ 

■ - ' . ' ' , ■ ' ^ • . ■ . • ' • ■ 

SAHPLE WORK ACTIVITIES 



- Iristailf repsiff snd service items such ss! 



• Air conditioners 
\ Gas meters an^t reiSulators 
» jjDishuasherSf ramies? heaters? and 
refrigerators 



Toasters f cookerfrf In^s^ and other 
hote appliance^ 
metrical handtools/and bench tools 
Toyselectric trains 



Examine or listen to appliances to determine what is wrotRiMiitbH^ei 
Follow wirinia diai^ram^ to i^epair and_4nstall appliances 

Take, machines assart and repair or place parts? such as switcne^i relays? fan motors? and 
thermostats / r . 

Replace filters and adjust controls on appliance units 

Use handtoolsf pipe-threadini3 tools? and power screwdrivers to take apart and repair 
appliances 

Test wiririd for l?r^ken or worn circuity? usin^ circuit testers 
Use soldering eauipment to replace wiring and parts 
Test i39s pipelines to locate leaks and faulty pipe connections 
Record repairs made in a lo^ book 

Work as an APPRI^NTICE to learn how to repair electrical appliances 



HOURS OF WORK/TRAVEL 



Some workers repair items brou!^ht|to a repair sho'p» 
businesses to make on-site repairs) 



Others may drive to customers' homes or 



SAHPLE PLACE$ OF WORK 



Electrical equipment dealers or repair shops 
Appliance dealers or repair shops 
Joy shops 

Department ^tores and other retail stores that sell household appliances and/or pow&rtools 
For yoursel/T? as a self-employed repairer 
Any industry that does its own appliance repairs 



6157 TELEPHONE LINE INSTALLERS AND REPAIRERS 

These worllers install and repair wires and cables that connect telephone central offices to 
each other and to customers' phones and switchboards* They use power eeiiipment to di^ holes 
and set p poles to support the cables* They climb poles to attach cables and lay cables below 
the i^round* When wires or cables break? they make emergency repairs* They also make routine 
checks /of phone lines and install terminal boxes that connect phones to oiitsixle cables* These 
Workers/ use handtools and electronic test eauipment* 



SAHPLE UORK ACTIVITIES 



Draw diagrams of telephone cable 

Follow a diagram to install and repair phone and telegraph lines 

Use a power shovel to dii^ holes for Phone poles 

Climb poles or enter sewers to cut telephone feeder lines 

Unreel and strind phone lines from Pble to pole 

Use a winch to pull phone lines throtiish ducts 

Het*e rei^ular tests of phone lines between two points 

Riae on a truck^mounted lift to reach cables that need repair* 

Use 3 hacksaw to cut lead sheaths that surround cable 

Twist ends of wire toisether and solder them in place 

Use 3 testlamp or bell system to test sections of cable 



HOURS OF UORK/TRAVEL 



LINE INSTALLERS and CABLE SPLICERS may be called UPon to work loni^ and irrei^ular hourd to 
restore customers' phone service* \ 
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SAMPLE PLAGES OF WORK 
Telephone and telesrsph coiipsnies 



. 6158 TELEPHOME' INSTALLERS ANff REPAIRERS ' / ' 

' - .. ■ " • • ' ^ ' ' ■ ■.■•*■''■-■•••,■■ ^ .* . . . • ■ ' 

■f ' ■ ' ■ / - ' • ■ . . ' ■ ■ .' - « ,.<'"■. . ' '• ■ ' ■ . •- - • ' 

These workers install 4nd - repair telephones* . They usualla travel to work sites in trucks 
eouipped with telephone tools and supplies* Thea chanise phones and put in new eauipment* They 
may install a switchboard in an office or chaniae -3 customer's twa-party Ixne to a private line* 
They also add extensions and replace old phones t When Ptobleiis in phonfr service occurr they 
fiftd the source of the probUiiis arid make repairs^ to restore service* These workers often 
specialise in servicing a particular kind pf phone €iQuip«ient« 

SAMPLE WORK ACTIVITIES / ' 

- Install i*hone booths and coin collectors 

- Repair Phone eQuipmerit in hones arid >off ices 
CI iriib poles to attach telephone drop wires 

- Put toisether telephone eouipment 

- Use hsndtools and disdrans to put up brackets and connect wire leads 

- Test newly. installed eouip^ent ^ . ^ 
Repair and rep^l ace faulty phone eouipient 

HOURS OF WORK/TRAUEt - - - 

- TELPHONE REPAIRERS^eneralls have 3 standard 35-40 hour work week* However i they iiay Ijftve to 
work extra hour s/when breakdowns occur in lines or eouiPientf \5 ^ 

SAMPUE PLACES OF WORK . - ^^^^^^^^^^^^^^ . : / ^ 

~ Telephone coipanies ^ ' 



6159 MISCELLANEOUS ELECTRICAL AND ELECTRONS ^ 

- These workers install and. repair various trtjpes of electrical eauip^en^*- This includes 
electrical systems in ^carSr trainsir aircrafti computers* and industrial iachinery* Many 
workers specialise in a particular type of eouipaent* Some routinely inspect a company's 
eQuipaieht to locate and correct defects before breakdowns occurs »They often work fro* 
blueprints or wirirtd dia^raiis* They test circuitsr replace parts and wiriniSr and ta^ .aclvise 
nana^ement on the use of electrical eouipsent* They use testing devices and electricians' 
handtoolSf . ; - 

SAMPLE WORK ACTIMITIES ^ • > r ' 

- Repair* install y arid adJust itens such as* , 

♦ Relays and switches used in aircraft ♦ Control panels used to reiSulate 

♦ Electrical systeas in cars and V electrical eouiPient , " 
trucks ♦ Circuit breakers and voltasle 

♦ Motors arid lidhtinS fixtures in regulators ^ , 
railroad locoiotives and cars ♦ Compute rr radar> or Mission control , 

♦ Power rails on subway systeiis > devices ■ ■ 
t ©as conpressor station controls V ♦ Aircraft refuel sestets 

|^p^(^• EKaiine sasteiis for short circuits or broken wires X3^ 



• ' ■ ■ . ... V- 

Follow blueprints and engineering drawings to repair eouipient V / 

Use SF>eci3l testinsl devices to test electrical eouipflient " 
Take electrical units apsrti usin^ hsndtools 

Repair or replace defective wiring iri ignition? li^htin^i and safetH-control systens 
Adjust the tiling of ignition systems 

Rebuild electical units* such as starters or control panels 

Splice wire with a knife or cuttinis pliers 

Connect wiresi following wiring dis^ra^s 

Solder connections to fixtures? outlets? and eauipient 

Measure distances with a rule to lay out work 

Drill bolt holes through castings with a power drill 

Drive rivets into holes* usin^ a rivet ^un 

Build brackets and supports? usin^ netal cutting sawsi a drillpressf Grinders? and files 
Talk with manufacturers to su'^slest changes in the design of control and testing systeRs 
Work under contract as an APPRENTICE while learning the electrian's Job 

HOURS OF UORK/TRAMEL 

Bone of these Jpbs nay reauire travel to various work sites to ihspect and reparr jSLeiletrica 
eauiPKtent* v 

SAHPLE PLACES OF WORK 

Manufacturing plants? including those that nakeS 

. Aircraft ♦ Iron and steel 

t Aluminum ^ • Locomotives 

t Autoftobiles ♦ Machinery 

t Chemicals 

• ■ • " 

Public Utility aoRpanies ^ 

Mining companies • 

Railroad companies «.) 
Federalf State? and Local Governments 
Airline companies 

Auto repair shops / ^ 

Military services ' 



616 HEATING? AIR-CONDITIONING? AND REFRIGERATION MECHANICS 



These MECHANICS install? maintain? and repair eoulpment used to heat and cool \ buildings and to 
store foodr druGs? and other items that can spoil/ They may specialize in \instaUation or 
repair work or in servicing 3 particular type of eouipment* They inspect and test units for 
defects^ take faulty units apart? and repair or replace parts* They follow blueprints or other 
technical instructions? and use handtools? power tools? and measuring dev^ices* \They may clean 
parts? replace filters? adJust controls? assemble switches? and cut and connect \pipes* ' 



SAHPLE WORK ACTIVITIES 



-o Install? service? and repair air conditioninil units in private homes and businesses 

t Check units for defects* by watching replace partsf such as switches^ \ . 

and listenin«[ to them as they operate relays? fan motors^ and thermostats 

* Take units apart and repair or » Replace filters and adjust controls 

- Install and repair industrial and business ref r^i^eratiniS systems 



Follow blueprints^ endineerind 

plsnsr and diagrams 

Laa out reference points for parts 

of sasieisy usini^ iiiessurin^ 

instruments 

Install niDuntinia brackets in floors 
and walls 

Lift units into positiom usinsE a 
hoist 

Screwf bolt,f rivetf and weldr parts 
to assemble components such as wotorsr 



controls f and switches ^ 

Cutr thread? and connect pipe to 

water or power systems 

Read i3audes to adjust valves f 

controls^ and pumps 

Drain oil and puiP ^as froi units so 

they can be worked on 

Test linesf units? and connections 

for ^BS leaks 

Record pressure and temperature 

readini^s 



- install and repair hot air furnaces and stoves? usiniS handtools and pipe-*ihreadihg tools 



Build concrete foundations for 
furnaces 

Assemble and position heating units 
Install air ducts? snuoke pipesy 
blowers? and stokers 



Install fuel pipes 

Connect and adjust titers ancf 

theriostats (tetPerature control 

devices) 



HOURS OF ttPRK/TRAVEL . 

- These MECHANICS work in hdmesf office.' buildings? factories? and other places that have 
heating or coolinis eouipment* They ttaa drive fro* Job to Job durinis the work da»t 

SAMPLE PLACES OF WORK 

- CodliniS and heatind contractors / 
-Fuel oil dealers 

- Gas utility coftpanies 

- Food chain stores 

-School systems . 
Manufacturers V • " - . 

- Any ori^anization that operates lariSe heatind? coolin^i or refriiseration systeiS 

- For yourself? as an independent contractor , \ 

617 MISCELLANEOUS HECHANICS AND REPAIRERS 

The$e workers install? Riaintainj' ahd repair various kinds of eouipnent? »3chinefy? and 
precision instruirients* They may install and Maintain heatlnd? air conditioniniS? . and 
refriiseratlon eauipment» Some work on watches? cameras? thermostatsr or\ control valves* 
Others tune and repair musical instruments* They may install elevators? rid lines for moving 
heavy eouiPdient? or install and maintain heavy? complex machinery* / * 



6171 CAMERA? HATCHr AND OTHER PRECISION IMSTRUHENT REPAIRERS 

These workers repair and adjust precision instruments and eouipment^ such as camerasr watchesr 
scales? ifietersf and special types of handtools* They follow blueprints and diagrams to build r 
testy and adjust instruments* They assemble electrical components and test circuits and 
assertbliesi They use handtools to take apart*\ repair? assemble? and adjust instruiients* Jhey 
also may use metalworkinis machines to make precision parts* They may clean and lubricate 
eouipmeht parts or file and hone jSlears* They also may install eouipmentf 



ERIC 



SAMPLE UORK ACTIVITIES 

Repair and adjust precision instruments such as* 
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tteiShin^ scales \ 
Gyroscopes. . w 
To raue. wrenches and other precision , 
tools 

Devices that ieasure and control . \ . 
speeof teftperaturey forcer or cheiical 
properties 

Control susteis used in nuclear 
plants 

Hydrometers (instruttents used to 
Measure the noxsture in the air) /; 
Fare re^isteTs used in tsxicabs and 



subway syste»s 
Gas Meters 
Hatches 

Ran^e finders and other optical 
insti^uaents / 

Caieras and other photoisriPhiG 
eouiPBent 

Electric aeters and test instruBents 
Street liahts and traffic signals 
Telephonesy burislar alar«s> and 
public^ address systeis 



Follow blueprints and sketches i 

Test circuits in instruiBntSf usinST fteters and Sauises.^. / 

Insif^ect instruments for defectsf usxn^ a special aai^nifier * • 

Adjust leters to correct defective readings 

Take instruiients apart and replace worn or daiaised parts * . 

Straii^hteny cleany and repaint Parts of instruments > 

Clean meters and adjust their dears 

Line scales into decrees l usinis a drafter'^s Pen 

Use netalworkind machines and measurini^ and testing ijr^struients to make parts for precision 
instruments . j> 

Assemble wires > insulationf and electrical components 

File and hone mechanical parts pf instruments so that their dears will mesh (fit together) 
Hake parts for caierasy usind a bench lathe » drinder> and drill Press 
Hove eeuipment ^sina hoists and rollers ^ * 

Keep test result records and write reports 

Work under contract as an APPRENTICE while learning the INSTRUHENTTECIW^^ 
Work under contract as an flPPRBITICE while learniTid the HATCH REPAIRER'S trade 



HOURS OF HORK/TRAVEL 



Some HATCH REPAIRERS work part time out of their homes » 
ELECTRIC HETER REPAIRERS install and repair meters in businesse^i industrial Plantsr and 
privatjB homes* Local travel is generally reouired* Uorkers who install and repair medic^li 
industriali or Photographic equipment also may travel locally* * . ; 



SAHPLE I^LACES OF UORK 



Jewelry stores abd watch repair shops 

Hatch and clock manufacturers ^ 

Utility companies / 

Industrial Plants ' 

Tool manufacturers ^ ^ . ^ . . - : : ^ x 

Companies that manufacture and repair precision measuring instrUBentsi 

daudes * ■ o " - 

Companies that make* repain and install photographic eauipient 

BiJsinesses that sptfcialize in r^pairin^ precision instruments ^ / 

Any industry* that ifekes ot uses precision instruments or ettuipment 



such as meters and 



These workers repair and tune all kinds of musical instrumentSiP including pianpsi harps > drums r 
and horns* Host specialize in one type of instrument* They txamine and play the instruments 
to determine repairs needed* They may replace worn or broken parts f refinish surfactsf flue 
cracked partSf replace stringsi or reshape parts* Jhey tay ^ cut out broken sections of 
instruients and carve rei^ldcement p^arts* They may cleanr varnisht and buff instruments to 
protect and decorate them» ; They use handtoolsi tuning devicesr and measuring instruitnts* g 

SAHPL£ HORK ACTIVITIES v 



o - Repair and tunp musical instumen^^^ 
ERIC 
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I - Accordions anci concertinas 
« BanJosf Guitars y and ukeleles 
• Pianos and organs 
f Cellosf violodsi and violins 



t Brassf windi and woodwind 

instrunents 
# Harps 

f DruiSf cHibalsr and xulophones 



'^Insr*ect and play insiruients to determine defects 

- Take lusical instruments apart f usin^ handtools 

r Test keyboardsf pedalsi and action assemblies on pianos or organs 
Recover bellows with sateen and cloth " * ^ 

- Hake replacement partsr usinfS woodworking machines and handtools V J ^ 
Blue cracked parts ■ , / , ■ . . ,^ ^ v , 

->R«iove cracked or broken sectionsr usini^ a heated knife and handtools 

- Cut out broken sections and carve replacement parts 

- Reshape parts > usinS handtools 

- Remove dents in metal parisf usin^ a mallet \ 

- Wash metal parts in solutions to remove lacouer and tl^rnish 
-ii^A'djust the pitch 6f instruments to match with the Pitch of a tu 

- Clean oriSan Pipes with a vacuum cleaner 

- Gut new drumheads from animal skiny usin^ scissors 

- Sandf paintf and clean drum shells 

-- Replace the bow hair of stringed instrument bows * 

- Fit wood and metal parts together * 

- Put instruments back together and plaa nbtes^nd chords to determine the accuracy of the 
repair - 



HOlAtS OF WORK/TRAVEL 



Some Jobs reouire visits to hornet or businesses to repair or tune instruments that are 
difficult to brin^ to a, shoPt ^^- ^^ 



SAHPLE PLACES OF WORK 



-Musical instrument sales or repair shops 

Piano and or^an dealers 
- Musical instrument manufacturers 



6173 LOCKSMITHS AND SAFE REPAIRERS 



These V^opI® work with locker keyst safes» vaultsi and alarm systems* LOCKSMITHS 'help people 
^et inta carsf buildinSsr or safes that have been locked by accident or that have broken locks* 
They may^pick locks* make duplicate keys or open locks by listening to the lock dial as it 
rotates* They also repair and replace worn tumblersr sprin^si and other parts of locks* SAFE 
REPAIRERS install and repair sates and vaults* They follow blueprints and use handtools and 
power tools and machines* - 

SAMPLE WORK ACT^ITIES ; 

,> . .... ^ ■ ' 1 - ■ ' • ■■ ' 

- Take padlocksf safe locks? door locks and other locks apart to repair them 

- Put new or repaired tumblers into locks to change their combination 
Use a lockpick to open locks without keys 

- Open safe locks by listeninsi to lock sounds • 
Keep records of company locks and keys . 

— Install safes and vault doors in banks and other places 

- Follow blueprints to install deposit boxes in banks - 

Use power drillsi taps and dies r and a truck crane to install a valt door 
-- Remove repair^ and reinstall valt and safe eouipment ' 

- Use lathesj^ drill presses? weldins( eouipment? and torches to remove and repair safes 
Test locks and locking devices , . 
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HOURS OF UORK/TRAVEL " • 

LOCKSMITHS snxi SAFE REPAIRERS who handle eaerslenc^ calls aqst drive f roa Job to Job* the» 
work evenings and weekends and soaetiaes work outsiSe* " 
Soae LOCKSMITHS, have contracts with businesses jbe chansle sdfe coabinations arid reken locks di 
set tiaes* Thea travel freouentlai but have regular rounds and hours* 

Other LOCKSMITHS work in shops that specialize in rer^air worki kea dupUcatin^v and salts* 
Travel is not teauired* ■ 

SAMPLE PLACES OF WORK . \ ^ . 

Locksaith shops . . , .\ * 

.Sate repair shops 

Hardware and departaent stores that offer locksaith services to the public / 
Firas thaj^ have a lar^e nuaber of locks that have tp be aaintsinedf such as? ^ 

' ♦ Governaent agencies 

• Schools » . • ' . . 

• Lar^e industrial plants 

'-. Safe and lock wanuf acturers 



/ 



6174 OFFICE MACHINE REPAIRERS- 



These- workers ,installr servicer and repair office iachinpsi. ' such as typewriters! adding 
•achinesr cash re^istersr and copiers* Thea aake resiular-visits to offices and stores in ah 
as^i^ned area to service custoaers' aachines* Thea also handle eaer^enca breakdowns* Thea.use 
handtools» powertoolsr blueprints! and^ electrical test ectuipient* Mana jipecialize in one tape 
of aachine* , ^ • . 

SAMPLE WORK ACTIVITIES ' . 

• • - ■ . 

- Install and service cdllatorsf sorters? and other office aachines - ' 

- Operate aachines to test their aovin^ parts and listen for sounds that indicate probleKs 
Use iieters to test aachines and find causes of trouble ^ o 

- AdJut typewriters so that their"tape spacing will be, even 

- Use special handtools to bend or straighten tape bars / 

- Space and line up upper and lower case characters on tapewrit^r keab^oards 
Follow, wiring charts to put together tabulating aachines 

- Tighten or loosen ^ears and electrical connections in aachines 

- Install printing units on punched card office aachines 

- Fol,low blueprints and drawings to repair aail-processin^ eeuipaent 

- Test and repair cash registers! usin^ handtoolsi power toolsi and circuit test aeters 
-Replace faulta tubes and transistors in dictating aachines 

- Clean and oil the aovin^ parts of aachines 

HOURS OF UORK/TRAVEL 

■ . \' ■ ^ 

- OFFICE MACHINE REPAII^ERS travel a'^^reat deal because thea usualla visit a nuaber. of custoaers 
each work dai^* . " ^ " ^ V 

SAMPLE PLACES OF WORK V \ . ^ - 

t' , , ■ ■ . ■ 

->Business adchine aanuf acturers and dealers ^ 

- Firas that provide aaintenance services for business aachines 

- Lar^e coapanies that eaploa their own staff of full*-tiae repairers \ 
-* Repair shops \ 



• 6175 MECHANICAL CONTROLS AND MALVE REPAIRERS - 

» 

These workers install i repair? and adjust »echanical control devices? such as i3as regulators? 
thermostats (temperature control device^)? and safeti^ valves* These, devices are used in ^ a 
variety of eouiptent? includinis aircraft? power tools? and home appliances* They use nandtools 
and may use power eauipient such as metalworkiniS machines? lathes? and^^rinders* They inspect 
eouipment for defects? clean and repair parts? and may make replacement parts* Tney often work 
from blueprints or drawiniss and use precision instruments ^to t^st assemblies* - 

SAMPLE WORK ACTIVITIES 
r Install? test? repair? and adjust eouipment sucji as* 

. (■. . . - ■ ■ ^ - ■ 

* PuniPS? iSenerators? and valves used * machines 

in rocket enisines and aircraft ♦ Safety valves used on railway cars 

f Gas weldind eouipment * Valves and pipefittiniss used m oil 

* Pneumatic tools and air mottJrs refinery pipelines 

. Hydraulic door closers • Gas. meters and electric power meters 

t Lubricating eouipment ♦ Brazing eouipment . 

* Spray-paint isuns and paint-m^xind ' 

. - ■ ' , * ' ■ . • - . ' ■ ■ 

- Follow sketches? catalogs? f*arts lists? and charts to repair ettuipment 
-Listen to eouipment operate to locate the cause of trouble 

-Test assemblies for leaks and cycle operations 

- Check connections for defects? such as shorts? droundsr and loose pipe joints 

- Drill out broken screws or bolts? usind an electric hand drill * 

- Remove scales and rust from parts? usind a ^rindind^ wheel 

- Brjush 3 soap compourtd pn air connections to detect leaks x , i xu ^ 
-Make replacement parts from metal? woodr or plastic? usiftd power tqols? a lathe? and a 

arinder ^ \ . . . 

- Replace defective parts with new or rebuilt ones 

- Dip parts in chemical solutions to clean them 

- Remdve dirt and rust from parts? usihd an electric wire brush ^ 

- Use sandblastinis eauipment to clean fittiniss 

- Turn setserews to adjust meters ■ ^ \^ . 

- Screw? solder? or braze parts together to reassemble repaired units 
Order hew parts by catalog number? size? and type 

- Keep records of repairs made 




HOURS OF UORK/TRAVEL 



par^ictilc 



- These workers may make^ emergency repairs at nidht or on weekends* This is partictilarly true 
for industrial machinery repairers* . I 

- Some of ihese Jobs reouire local travel to make service* or repair cmj^ls at homes or 
businesses* - 

- ■ ■ • ' ' * . 

SAMPLE PLACES OF WORK ' 

- Manufacturing plants? including those that produce or process} 

t Aircraft or rockets * Metals or metal products 

f Chemicals ♦ Paper or paper products ^ 

. Food products * "Railroad locomotives and cars 

• Instruments and appliances ♦ Transportation eouipment 

♦ Machinery ^ . 

- Movie studios 

- Welding shops 

- Construction companies 

- Utility companies 

- Home appliance dealerships and repair shops 



617A aEVATOR INSTALLERS AND REPAIRERS 

The^e workers inslslln repsirf and service elevBtorsr escBlatorsf and siiilar eQuipaent* Thea 
insWll this eouiPAent during construction and replace and repair eouipaent already in place in 
buildind^s* To install elevatorsy thevi erect steel fraaes and bolt heavy steel ^uide rails to 
shaft walls* They install electrical wires and controlSf circuit breakersr and switches^ They 
also asseable elevator cars and car platfqrniSf They use tany different handtool^i power ioolsr 
and testing neters and ^audes« . ^ 



SAHPLE WORK ACTIVITIES ^ ^ 

-Use test lanpSf and volt neters to test elevator notprs and switches 

- Check escalators and 'dunb-waiters to make sure they leet safety feauireients 

- Take apart defective units and repair or replace locks> aearsi cables? or wiring 

- Install push-button controls to Rake elvators aore nodern 

- Oil bearings on elevatora 

^ Study blueprints to lay out elevator sections \ 

- Ueld brackets to support rails and framework 
^ Install cables f puirips? and Aotor foundations 

- Connect, electric wires to control Panels and motors 

- Use 3 hoist to position notors and ectuipnent 



HOURS OF WORK/TRAVEL 



- Genersllyy these workers have a standard 35-40 hour work week* 



SAHPLE PLACES OF UORK 



- Elevator aanuf 3cturer§ 

- Local contractors who specialize in elevator maintenance and repair 

- Government agencies and business firms that do their own elevator maintenance and repair 



6177 RIGGERS V 

RIGGERS set up and repair ropesf chains? and other devices used to suf*ipOTt and position 
eouipment and materials^ Some install and repair ri^^in^ used on ships to lift and move heavy 
loads or support masts and sails* In other Jobs? they assemble ri^^in^ to lift and move 
eouipmentf materialsy and workers at plantsy shipyardsy and construction sites* ACROBATIC 
RIGGERS put UP eauipment for aerial and acrobatic acts in circusesi carnivals^ and other shows* 
RIGGERS use many different kinds of tools and eouipment to do their work* > 



SAHPLE WORK ACTIVITIES 

- Haket install? and repair ri^^inl and wei^hi-handlin^ ^ear.on ships 

- Attach hoists and pulling ^ear to ri^^in^ to lifti mover and position machinery 

- Loop and sJ^lice Cable to form slinks and towin^ bridles 

- Splice and tie rope to form nets? ladders? and other ri^^in^ 

- Sew canvas on ri^^in^? usin^ sail litue and sailmaker's tools 

- Select and attach ^ear and braces to ri^S^in^ 

- Install and repair ship'^s ri^^in^ such as masts? booms? and ^affs 

- Select cable? ro^es? pulleys? winches? and blocks to be used ^in i^i^^in^ 
~ Instruct workers who hoist and move loads with rii^STin^ 

-Use hand tools and power wrenches to set up and ri^ hoisting eauipment 

- Drill holes in a platform and fasten metal plates to hold steel rods 

- Stretch wire or rope between steel rods 

- Climb ladders to attach ropes? swin^in^ trapezes? and other ri^^in^ to ceilings 

- Put UP safety nets for hi^-hwi re and trapeze acts 



HOURS OF HORK/TRAVEt 

(No Intomatiort) 

.'*■'. " ' • '. • > ,' . ■ ■ ■ * ■' . ^ 

SAHPLE PLACES OF WORK ' , 

CofliMnies that build ships 

.Shipping companies ^* - ' * x x 

Construction coipsnies that build roadsf buildings? briddesj and other larsle structures 
Manufacturing conpanies. , , . ^ ^ -^^^^ 

' Coti^anies that put on circuses t carnivalsr and other shows that use ri^isxns 
Am coipana or business th3t uses ri^SmiS 



6178 HILLMRIGHTS 

MILLURIBHTS install! repairf and maintain complex nachineTrHf Thea perform all tasks reaui red 
to prepare machinery for use in plants* This^ay include building concrete or wooden f^latforms 
on which heavy machines are mountedi building structuresr^or. directing workers to do the JobSf 
They work from blueprints and use all types of buildind materials and tools* They do a variety 
of installation work or specialize in certain types of machinery* They may take apart old 
eouipmerit to make room for new machines* ' 

SAHPLE WORK ACTIVITIES 

" ' ■ ■ ■ ■ ■ ' " ■ ■ '■. > . 

-Build and repair eouipment used to load and unload ships' cardo 

- Install machinery used to embostsf die-cut i an^^ score Mper , 

- Talk with engineers to plan the layout of eouipment 
Arrange machine parts on floorspace ' . 

- Direct workers to position eouipment 

- Put together and install electrical units 

- Adjyst iriachine controls . ^ , 

- R^ir and service eouipment * 

- Test hydraulic turbines ^ 

- Study blueprints to see how machines operate 

- Operate mafchines to see how they work^ . . . - . 
Use wood f cement f and steel to build foundations for machines 

- Boltt weldr and rivet machine parts 

- Drillf tapf or ream holes in machine parts * • 

- Bend and install pipe . ; . . 

- Test machinery that has been installed 

' ' . - ' '■. .' ■ • 

HOURS OF WORK/TRAVEL 

- HILLURI6HTS eiPlosed by construction coipanles 3nd coipsnies that «3ke and install tachineru 
aay have, periods of uneiiPloy»ent» Ottenr these MILLWRIGHTS »u§t travel* 

SAHPLE PLACES OF «ORK 

~ Manufacturing companies 

- Construction contractors ^ 



14. 
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6179 MECHANICS AND REPAIRERSf K.E.C. 

Workers in these Jobs repair and service a wide variety of eauiPBent* For exaipjlei soie 
service lachine duns and other weapons used by the iilitary* Soae repdir department store 
ffianneaumsi So»e repair survival eauipnenti such as life rafts and pressure suits ^ Soie 
salvage usable parts froi wrecked cars? or repair and reline ladles used to pour hot ftetals* 
Host, use handtoolsf and sone use power tools and Machinery as well* 

SAMPLE WORK ACTIVITIES ' 

■ ■ - •■ ■ ■ *^ V . • ' . ' " . ■ . . . . " 

- Repair wax patterns used in casting processes at a foundry 

• Sedl cracks? seansy and Joints? 

usina wax and a heated knife * 

- Repair and reline ladles used to pour iolten ftetals 

• Patch cracked ladle lininds by 

coverxnsf theft with clay . \ 

» Dry and bake new llninds? usind a 
blowtorch • . * 

- Repair worn and danaded eauipftent used by refinery workers 

* Exanine rubber boots and cloves and - »Hend leaky ftetal buckets by 

fill the» with water to detect leaks soldering their holes ' 

J Mend holes in rubber Cloves with ♦ Grind dull tools vjith a slrinder 

rubber patches 

- Forde and repair a variety of «etal objects ih a blacksftith's 5hop> 

♦ Heat ftetal stock in a forde or * Work under contract as an 
furnace Apprentice while learning the 

♦ Haftfter stock into specified sizes Blacksftith's craft 
and shapes 

- Repair broken or cracked casting and fordinds 

# Calculate the size? depth? and - 
position of cracks 

A. Use airhaftffiers? drills? and Grinders 
\ to sftooth and finish castings 

- Salvage usable parts from wrecked cars and trucks 

f Take vehicles apart? usind according to condition and part nuftber 

handtoolsr bolt cutters? and torches' *^Sort? Pile and load scrap on 
» Clean Parts and store theft in bins railroad cars or trucks 

- Service ftachine duns and other weapons used on ftilitary aircraft 

t Take apart? clean? oil? and repair- « Service eouipftent used to control 
ftachine dun ftounts and boftb hoists naval duns 

• Inspect electric circuits? following ♦ Repair and replace parts of »o tors ^ ' 
wirind diadrafts ♦ Test fire weapons dnd dftftun'ition 

*- Repair other eauipftent such ast ' 

♦ Life rafts? Pressure suits and other ♦ Wooden and fiberdiass boats- 
survival eouiPftent ♦ Swiftftind pool eauipftent 

♦ FirefidhtinS eauipftent ♦ Mining facilities 

» Daftaded or worn tents and awninds • Daftdded or worn books 

* Dafta^ed parachute? # Daftaded car and truck tires 

* Dental off iCe eouipftent . ■ 



HOURS OF WORK/TRAVEL 

These people l*ork in a variety df - Jobs and settings* Work hour and travel reauireftents vary* 
T-T^ir^ Many Jobs involve work at a factory or plant? where shift work ftay be reauired* SOfte Jobs 
hKJC »ay be seasonal* Soie Jobs ftay offer opportunity for teftporary or partHifte work. ^ 

304 li2 



SAKPLE PLACES OF WORK 



^ Ore refineries ^ 

- Fibers industries' 

-• Wholesale trisde firns 

- Military services 

- Auto service stations 

— : Goverriwent sdencies— v 

K Construction coAPsnies - • - . ^ 

Cowparries that jiake and/or service products such as? 



Fireams 
Hats and caps 

Instruients and appliances 
Pens and pencils " 
PUstic- products 



♦ Ships and boats 

♦ Sports eauipjient 

V Swiiiina pools , ■ , ^ ^ 

♦ Textiles and related products 



- Any business or industry that nakes or uses a lar^e amount of eouipnent that »ust be serviced 
or repaired . ' . . I . - 



0 
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6299 CONSTRUCTION AND EXTRACTIVE OCCUPATIONS 



These workers build and rtpsir structures or r«iove resources fro* the around* Thes use 
handiools and heav» eouxpeent which they set ^p and Mint aiht The9 aa^ build housesf construct 
steel fraiies for hi^-rise buildin^si or build bridsies and. roads* Others nav wi^ or plvmb 
buildindsf or do ^i^inishind work* Worker's in extractive occupations m» nine /or coal t set 
explosives to loosen earthy or locate and drill for oil deposits* 



«3 supervisors: construction and extractive OCCUPATIONS 



These workers su;>ervlse the activities of workers Or crews who build vitructures or Extract 
resources froei the earth* They deteraine the workiersf adterialsf 3n<f supplies needed to aeet 
work schedules or coiplete a Job* The^ assign duties and check work*/ The«if stud« work ordersf 
keep work records v and enforce safetii rules* Then aatf-hire and f i/e workers? se% up and help 
Mintain eouiPMntr and perform soee of the duties of the workers tjNetf supervise* 



631 SUPERVI^Si-i^ONSTRUCTION 




These woi'kers supervise the activities of other construction workers* The»f supervise 
overall construction crew activities or thei^ na^if supervise workers in a particular trade such 
as carpentry or brickl3«:finii* Supervisors determine the workersv naterialSf and supplies heeded 
to Met woYk schedules* Theu assign duties and check work to insure that it aeets coepanu 
standards aad construction codes* Thei^ hire workersf enforce rules* and keep records* 



63ir supervisors; overall/construction 

These workers supervi:»e and coordinate the afctiviUes of construction crews* Then siudn work 
assidneents and determine the workers*, eaterfalsv and supplies needed to 'Met work schedules* 
TheB interpret work orderly specifications f and technical drawinsis* Theirf train new workers* 
assign dutiesip review coRpleted work* and /solve work problens* The» order Mterials and 
supplies* keep work, records* set up eGuipnent* and mw PerforiN Mnw of the tasks of the crew 
neebers* Theti also prepare 'progress reports and recOMend wa«^s to iiiprove work Mthods and 
conditions* 



SAMPLE UORK ACTIVITIES 



- Supervise one or iiore crews of workers who do such things as* 



Build tunnels or dafts 

Build hi^hwaHS* pipelines* or 

siailar construction projects 

Build houses and buildings 

Construct ftanholes and' vaults 

Install street light poles 

La<i Pipe for Phone* power* weter* 



and sewasle s»s tens 

Dredge waterwa«:fs 

Operate blasting eouiPMnt 

Maintain wiring* .heating* and water 

suppli:^ swstefts in buildings 

Maintain highways* roads and rights- 

of-watf 



Hell^ superiors plan construction >rOceduresi work schedules* dbd Mterial n^eds 

Read and interpret blueprints and work orders 

DeterAini^ the SPdcingr line-up* and depth of blast holes 

Direct workers in using eQUiPMnt 

Plan and coordinate $11 Mintenance to roads in a given distri(!?i 
Check structures to Mke sure the^ Met safet*^ regulations 

Inspect work in progress to see that oualitii^ standards and work schedules are being Mt 
CoftPili reports of the costs of coAPleted work 
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HOURS OF UORKARAVEL 

Thtst Jobs Mtf rtQuire travel io project sites lenw iiles iviM frd» hoae» Som CONSTRUCTION 
SUPERVISORS SMfid Icma period* of ti»e in tenporsrsi auarters near construction sites and 
coftMtt; hote on weeKendSf 

SAHPLE PLACES OP UORK . * 

Construction cptpinies ^ .\ 

St«ti& and cit« public works departients - ' * 

State hi^hwavi departiients 

Utilitu companies - ; 

Construction contractors 



6312 SUPERVISOIlSt ^RIGKHASONSr STONEHASONSt AND HARD TILE SETtERS 

These people su:*ervise workers who build or repair structures such as walls? walks? and 
chi»ne«ist Thek' determine the workers and materials needed to coftplete assisEnfientst Plan work 
iethods and procedures* assign duties? and check the gualitv of work done* .The^f traxn workerfef 
interpret work drawinstst and enforce safetii rules^ They solve difficult work problem and mBU 
perform Mnw of the tasks of the workers they supervise* They nay also hire .and fxre worker?? 
order supplies? set up eouipsent? keep work records? and write pfoMress reports* 

8AHPLE MORK ACTIVITIES ^ 

^ Supervise workers who* ' ; ' 

» Lay brick? tile? cindetblock? or for industrial Plants ■ ■ . . 

otheT Mterials to build or repair t Build ^tone structures such as pxers - 

walls I Lay walks and curb stones 

/Build brick chiiineys or siokestacks 



ERIC 



Assidn workers to specilfic duties 

Measure distances and lay out the first tier of bricks 

Train new workers in the use of handtools ^ 

Direct workers ;who raise scaffolds ^ 

Inspect scaffolds for safety . - \. 

Inspect work in progress to see that specifications are 

Keep tifte and prosJress records ^ . 

HOURS OF WORK/TRAVEL 

These Jobs often reouire local travel to supervise projects at construction sites. Work 
hours iay be affected fay the weather. 

SAHPLE PLACES OF UORK 

Special trade? building? or General contracting firns 

6bvern»ent aSehcies and businesses that do their own construction and alteration work 

For yourself r as a self-e«ployed contractor for siiall Jobs such as Patios? walksi and 

fireplaces 
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' 6313 SUKRVtSORSt CAftPENTERS AND RELATED UORKERS 

These people suF^ervise workers who buildf instsllf and repair wooden structuresi Then studn 
work assignments' and deterwiine the workersf wterialsr and slipp lies needed to conplete theft# 
They plail*^oirk Jiethods and prodeduresf order suppliesr assiiSn dutiesi and cheCk work to see 
that standards are met* The« train wofkerSf interpret bluepints> and enforce \ safety rules* 
"^They solve work problems and aay perfora duties of the workers they supervise* They also 
evaluate worker performance f Prepare progress reportsr and keep work records* 



SAMPLE yORK ACTIVITIES 



Supervise workers who* 

* Buildf installs and* repair wooden 
structures and fixtures 

* * Build Plasterboard walls and 
ceilings 

* Fasten lathings to walls 

* Prepare walls for Paintini^ or 
paper ini^ 



Build and repair wooden boatsr 

f loatst and lifecraft 

Lay hardwood floors 

Build Wooden f oris to hold concrete 

Install sky lii^htsy desksf and 

cabinets 



Study> blueprints to deteriiine the dinensions of structures 

Use Hath formulas to estimate the worker hours and materials reouired to complete Jobs 

Prepare cost estimates for work contracts : 

Determine the order in which work activities should be done 

Select materials and structural unitsf such as lumber fPremade doors? and panelinsi 
Train and assist workers 

Lay out floor plans and cabinet workf usind a rulef framing soiJarer and calipers 
Measure and mark the location of metal framing on walls and ceilings " 
Assii^n specific dutiesf such as installini^ cabinets or doors 
Use measuring tools to check the alignment of walls 

Inspect work to see that. company standards and buildini^ code reciiuirements are met 
HOURS OF WORK/TRAVEL 

Spme of these Jobs reouire travel to^ construction sites » A few involve ^work aboard shipsy 
frei^htersf or tankers at sea or docked at ports or harbors* 



SAHPLE PLACES OF WORK 



Carpentry contractors and homebuilders 
Government agencies 
Utility compaVties 
Hanufacturini^ firms 

Construction companies and General contractors 

Ship-buildind firms 

Shiplihes 

For yourself f as an independent contractor 



^314^SUPERVIS0RS: ELECTRICIANS AND POWER TRANSHISSION INSTALLERS 



These people supervise workers who install and repair wiriM and electrical eoyipmentt They 
study assignments and determine the workersi materials! and supplies needed to complete them* 
They plan work methods and proceduresf order suppliesr assign dutiesi and check to see that 
finished work meets set standards* They train new workers and enforce safety rules* They 
interpret blueprints and diagrams apd handle difficult work problems* They evaluate worker 
performancef prepare proiress reportst and may perform tasks of the workers they supervise* 
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SflHPLE WORK ACTIVITIES 

' ■ ■ ■ ■ . . ■ • . ■ . ■ n ■ : . ■ 

. ■ ■ . . i ' ' ' ■ 

- Supervise workers whot 

• Builcti usintdiny and repair ships 

electrical syiteiis of power plants ♦ Repair electrical s^sleis in 

• Install and repair wiriniS and vehicles 
electrical eouipient in buildings or 

- Plan the wlrinis and installation <>f eeuipiiient such as fiotorsf generators i and switches- ^ 

- Read and interpret blueprints and diagrais > 

Plan work procedures ^ 
-Estimate the worker hours and aaterials required td conplfete Jobs v 

- Assii^n specif ic duties to workers 

- train new workers in the use of testiniS eouipftent 

- Resolve worker and customer complaints 

- Inspect wiring and fixtures to $ee that they meet huildiniS code specifications 

- Use test eouipmentf such as voltfnetersi to test circuits and wiring 

HOURS OF HdRK/TRAVEL . / 

- Hany of these Jobs reouire local travel to supervise the repair or installation of outdoor or 

off-site eduipnentr . . ' > \^ \, 

- A few of these Jobs involve work aboard ships, or tankers* workers m these jobs laay spend 
time at sea or at harbors or docks* 

' • ■ ■ ■ ■ '. .' ' . - 0 . . • 

SAMPLE PLACES OF WORK ' 

- ManufacturirtiS jptent^V including those that probucej 

• Automobiles 
» Machinery * 

• Chemicals 

t Iron and steel 

• Aircraft 

- Construction companies^ 
-Electrical contractors 

- Public utilities? including power plants and telephone companies 

- Minimi companies 

- Railroad companies ^ 
-Federal? Statet and Local government facilities 

- Shipbuilding firms 

- Shiplihes . * 

- Harbors and docks 



6315 SUPERVISORS? PAIHTERSi PAPERHANGERSf AND PLASTERERS 

{\ ' ' • . ■ 

These people supervii>e the activities of workers who Painti plasten or han^ wallpaper* They 
study work schedules and decide how manl^ workers will be needed to complete different Jobs* 
They explain tasks to workers? assign duties? check work? expl^n company^ policiesf and enforce 
safety rules* They help workers solve problems and may work alonM with thent hire and fire 
worker«»f or recommend them for promotion* They also train new work^st kfeep work records^ and 
order materials and supplies* / 

SAMPLE WORK ACTIVITIES 

. • ■ ^ . ■ ■ ■ ...... 

- Explain .company policies to workers ; 



Train hm workers in the use of 
painiinii tauiPdini i 
Inspect suffices to be Ipeinted i 
see if thes rrtKid to be scraped --^ 
sandblasted \- 
AssiMft duties to workers who paint 
ships • :\ . ' / 

Check poster p^uI^ to see what siti 
thesr are before they* are \coy<?red w^ 
ads 



Check painted surfaces to seeUf then 
Inspect Plastered surfaces foA oualitv 



HOURS OF UORK/TRAVEL 
(No Inforiidtion) 



eeet 



certain standard^ 
of work 



Study bluoprints to fisiure ^ui the 
nusber of workers and Meounti of 
eaterials which will be\nee 
plaster h 
Show workers how to miK ^nd apf^ly 
Piaster! stuccot and cenent 
Help workers nix and blend painty ^ 
reiove old painti and repailrl and clean 
surfaces \ ( 



SAHPLE PLACES OF WORK 



■ Building contractors 

■ Organizations that own or nanade lar^e bqildini^s such as hotels^ officesr factpriesr and 
schools 

•Tor yourselff as an independent contractor 



6316 supervisors: ^ PLUHBERSf PIPEFITTERSt AMD STEAHFlTTERS 



J 



These People supervise worketf who install and repair pipesr fittindsr and fixtures for Mbs> 
oil» watery stea^f and waste disposal si^stems* They Plan Work schedules! order^iaaterials^and 
supplies! and hire anJ train new workersi They assign duties! check^work for quality! enforce 
cowpany rulesf and keep wo^k records* They f£^l low blueprints and use precision teasurind tools 
to plan and check worki They also solve difficult wor\ problem and may perforitduties of the 
workers they supervise* _ " . 



SAMPLE UORH ACTIVITIES V 

. ■ ■ ; . ■ 

- Hire workers for an oil Pipeline project ^ 

' Order tools! materials! and esuipiiient needed to install a hidh-Pressure systeft in a plant 

- Train new workers in the use of eauipinent and tools 

" Explain safety rules and coiiipany policies to worbers 

- Assisin workers to install hot water systeiBs in mw ho»es and buildins^s ^ ^ - . 

- Insipect bathrooift and heating units installed bj| workers to see xt they »eet standards 

- Use ifticrometers! rulers! and levels to cheeky pmriiS installed in sbxPs 

- KbeRl<records of workers' tirrie and work, done ^ ^ 

- Recoirmiend that workers be prowoted or fired 
^ Help workers install heatind and cool ind units 

- Direct workers in repsirini^ fire sprinkler systems * 
' Direct workers tiho operate di^i^in^ and pipelayind nachines 



HOURS OF WORK/TRAVEL 

CNo Information) 



SAMPLE PLACES, OF WORK 



ERIC 



> - Plufibin^ and pipef ittin5 contractors 

Construction companies 
Y - Governnent agencies 



31^ 



Public utiliUes ' | , . * 

Ship buildins industries 4 

Aircraft fTiShufacturers ^s^- ^ . 

-Plants and business where operations reouire the Mvln^ of liouids and daisses throusn 
For exanple}^ ' ^ 



pipeSi 



♦ ChMical Plants 

* FoW-processiniS plants 

• Petroleum industries 

For yourself f as an independent corftractor 



■J 



6318 SUPERVISORSt OTHEIT CONSTRUCTION TRADES 



these Pedple supervise worKt^rs who build chinneysi erect structures^ laove houses? ffdx concrete? 
or do similar work at building or laihind sites* They study assi^naents and deterKinei the 
workers? *aterialSf and supplies needed to co«pletetheft* ^ They assign duties to workers and 
check work for ouality* They train new wopkersr e><Flain\coffipany pplicies> and enforce safety 
rules* They handle work probleasf prepare progress or other reports? and My hire and fire 
workers* They »ay set up machines and e^uiPient and often ^perforn soRe or ftana of the tasks of 
the wdrkers they supervise* ' ^ 



SAMPLE WORK ACTIVITIES 



-Direct workers who repair and maintain railway rights-of-way 



« Issue instructions to workers who 

build and repair roadwaysr briddes? 

and other structures . 
t Send work crews 3u6 utaterials to 

de=rail((kent sites to 0iake necessary 

repairs / 



* Inspect eQUiPinent aloni^ the 
ri^ht*-of-way to see th^t standards are 
fiet • • *' 

♦ Direct workers who keep tine and 
work records ' 



Supervise workers who build chinineys and similar structures 



» Read blueprints and Pleasure 
distances to lay out work * , 

• Direct workers in si^ttinia forms r 
erectini^ steel supportSf and pourind 



concrete 

» Uatch work in Jf>^ro:3res5- to aake sure 
that safety and work standards are Mi 



-Supervise work crews that erect structural steel 

♦Mark locations for new rivet holes 
• iDirect workers to drill and rean new 

holes ^4 
I Help workers perform tasksf such as 

riveting? weldindr and bolting 

- Supervise wbrkers who restore land areas after ninind operations 



• Study survey data (inforikation) and 
talk with minima officials to plan 
restoration projects 

# Direct crews to fillr ^rade? and 



contour land 

• Inspect eouipneht for safety 

• Keep records of land areas restored 



Supervise a field crew that collects earth samples foT lab tests \ . 

♦ Direct workers who transport 
bulldosersf trucks? and drilling 
Ktachines to work areas 

♦ Record the locations depthr and soil 
content of earth samples . 

Supervise workers who roaintain roads and flood-control facilities alon^ Power line riaht-of- 
way 



ERlCii 



* Review work orders to determine the 
tupes'uf eouipment reouired for a Job 

* EKdmine maps and blueprints to 
determine the location of power lines 



* Direct the pavihd of areas in and 
around Mwer plants 

* Instruct workers in the use of 
- tractors and road traders 



311 



14, 



Suf>ervise workers who <Jo such Ihxniss asl 

• Drive i*ilini^s into the around to 
make building foundationg 

♦ Install tile in fauiidiri^s 
f Makt and reMir wooden aolirfs used to 

cast concrete 
ft Cut and set marble -slabs used in 
walls 

» Cut and install i^lass windows 



HOURS OF WORK/TRAVEL 

- These F^eople often work in office^ and at constrnption sites i The9 «*ay travel frdu place to 
place to check or supervise activities at various project sites t / 

• *: ■ ' • ■ ^ Z ^ . •■ ■- V- "^^ ^'"^ ^ ■ 

SAHPLE PLACES OF WORK 



• Construction conpanies 

- Railroad companies 

- Hinina and QuarryiniS coaj^anies 
Lijghtr heat f and power cdrripanies | 

-Water cofflpanies 
" Concrete ndKini^ companies 

- Airlines or aircraft ft^nufatturers 

- Firms that manufacture or move buildings 



% Cover roofs with tile 

* Repair and overhaul aircraft cabin 
fixtures 

ft Prepare and appln concrete to iiak^ 

hii^hwa^s and dais 
ft Put UP premade houses 

♦ Hove houses and other buildings ^ 
f Erect metal storasle tanks 



632 SUPER\;iSORSr EXTRACTIVE OCCUPATIONS 

These people .supervise workers who drill oil wells or blast and cut materials to be mined » 
They study production schedules? determine the workers and eouipment reouiredf and Plan work 
procedures and schedules* They interpret Jolfofdersi assign duties? and enforce safety rules* 
They also help solve work problems and check work for oualityft They keep, tiie ^and production 
records f and may order aalerials and supplies* They also say hirer traini and fire workersft 



SAMPLE WORK ACTIVITIES 



llis^to 



be 



Order the types of drill 
used 

Direct workers to install devices 

which control the flow of oil when the 

wells bedin to produce 

Order the maintenance and repair of; 

eauipmej^ 



- Supervise workers who drill oil and ^as wells 

. Flan the delivery of drilling tools? 

fuelf waterf and other supplies to the 

drill site ' 
f Direct workerii to put up* take dowm 

and move drilliri^ riis , 

♦ Direct crews to operate. power units 
and drilling eQuipment 

t Supervise workers at a rock quarry r 

« Schedule work assignments 
t Set off explosive changes 

♦ Compile production and shiPFin^ ' > 

•.. 'records ' ■ :.•■•.■•'.•■„■ 

t Settle work-related disputes 

« Direct mining workers who oF^erate bullccsersi conveyors* and other devices to load coal into 
tracks and railroad cars 



♦ Direct workers to unlosd ndterials 

froi trucks and railroad cars 
» Inspect efluip»eni for defects and 

schedule needed repairs 
» Conduct sa|^ety neetinflls ^ 

Supervise workers who blast? renove? and crush ores in open-Pit »ines 



r Talk with other supervisors to plan 
, daily work schedules 
t Coordinate the use of hoists used to 

raise and lower eauipienti workers? 

and supplies in an under^roynd nine 



f Plan the location and drilling of 

blast holes 
• Train workers in drilling blast 



holes and firinsr explosives 
Direct workers in loading and 
reiovin^ ore f roft the nine 



- Direct the loadin^i unloadinai and asseat^ly of a drediSe used to mine travel 



f Operate a dredde t^- 
• Assii^n new workers to experienced 



and recoHend that the^ be promoted or 
fired- ^ 
* Keep production records 



workers, for. on-the- Job training 
» Evaluate workers' Job performance . 

Supervise workers who harvestf transport? and wash raw salt taken fro* Pond beds 



HOURS OF WORK/TRAVEL 

Hany of these Jobs reaui re that workers raove froa place to placet since work at a particular' 
site may be co»pleted in b few Ronths?t Soae workers wy be away f ro» hone for weeks or 
jiionths at a tifte# 



SAHPLE PLACES OF UORK 



Oil companies ' 
CoRpardes that specialize^in drilling or cleaniniS oil and iJas wells, 
Mininst and gust ryinis cofmpanies 
Construction co»panies 



, 64 CONSTRUCTION TRADES- 

' ' • ■ t . . . ■ • 0 

These workers build and repair buildirtiss and other structures* They-iay work as bricklayers or 
stone nasonsf building wallsi sewersi smokestacks i abutmentsr -or Tiers* Others may be tile 
setters who apply ceraiiic tile to walls? floors? and ceilinsis to create decorative coyeriniSt 
Carpenters build and repair wooden structures such as house, frameworks i doors? cafainetsi» and 
stairs* So*e worker^ install drywally which nay be used instead of plaster on ceilings and 
walls* * : . 



641 BRICKHASONSf STONEHASdNSf AND HARD TILE SETTERS 



Workers in these occupations use various materials to build. and decorate structures* They nay 
use brickf concrete? or cinder blocks to build or r<?pair walls? sewersi boilefSf^ furnacesi or 
sinokestacks* They ftay use stone to build or repair walls? abutliehts* or Piers* Decorative 
work is done by hard tile setters who ap^y-t:e^ra»ic tile to waUst floors? and ceiliniSs* 
Uorkers use »ortar to secure brick and stqpei^^hey use ceiient with tile* So«e. stone is bolted 
into place* 




ERIC 
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6412 BRICKHASONS 



BRXCKKASONS bricksi concrete and set cinder blocksi and sinilar ■aterials to bOild and 
repair uallsf sewerjf boilersf furnaces f SiBokes tacks f and structurest To put up a wally they 
first build the corners at each end of the wall and stretch a line between the corners to serve 
as 3 duide for laying the brickt They spread a bed of sortar (cesent »ixture) with a trowel (a 
flat metal tooDf place bricks on the mortar bed> and then tap thet into place* They cut 
bricks with ashaft»er and chisel to fit around corners* ^ 



- Use a trowel to spread a layer of tortar that serves as a base and binder for bricks 

- Use 3 plu«b bobf isauiselinef and level to determine how to line up bricks . 

- Assemble an acid-proof brick lininis in metal tanks used to store acid 

- Repair kilns used to make tiler brickf and sewer pipe « 

- Cslculste ani^les and layers for building walls* archest columnst and corners 

- Repair chimneys by sandblastiniSf filling in cracks with mortars applyiniS paintf and 
instaUiniS liishtnin^ rods - 

- Use handtoolsf spray'^unsf and sandblasting machines to repair coke ovens 



HOURS OF WORK/TRAVEL 



, SAMPLE PLACES OF. WORK 

- ■ ,. .. . ■ : . ^ ■■ _ " , 

- ContrsctiniS firms- (special trades* buildindf and General) 

" Government adencie^ or businesses that dq their own buildirli^. and alteration 

- Construction firms ^ 

- Brick and tile manufacturers ' 

- Foundries 

- ChifDney cleanini^ businesses 

- - Coke manyfacturers . '> , 



STONEMASONS build and repair stone structures such as wallsy abutmentsr and piers* They also 
lay walls? curbstones* and specif types of masonry foV vats* tanks* and floors* They may work 
from drawings in which each stone has been marked for placement* To build a stone wall* they 
set the first layer of stones into a shallow bed of mortar* Then they line up the stones and 
tap them into Place* They may weld or bolt pieces of metal together within the wall to hold 
* the wall in place* They also cut stones into shapes and clean them* 



SAMPLE WORK ACTIVITIES 



r Use a hammer* chisels* and other tools to shape a stone before it i| set 

- Line up ^ones with a plumbline* and finish Joints between stones with a pointing trowel 

- Mend broken m3rble s^lTabs to restore them to usable conditibn^ 

- Apply sione to the surface of structures to' decorate them 

- Mix mortar and f*our it into a trench to prepare a foundation for setting base stones 

- Use a hoist or skid to remove sections of stone from ai truck bed and Suide the stones onto a 
foundation 

- Install Gravestones at s cemetery ' ' 

- Set stone to build a pier 



SAMPLE WORK ACTIVITIES 



(^fo Inforfiiation) 



6413 STONEMASONS 




152 



ERIC 
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HOURS OF WRK/TRAVEL 

(No Infonation) > ' 

SAHPLE PLACES OF WORK " 

Construction coipanies 

Contracting tlras (special trade> bMildiniS or sieneral) 

Governier^t asfencies ajnd businesses that do their own construction and alteration 
Private holes and businessjBs 



V 6414 TILE SETTERS! HARD 

HARD TILE SETTERS apply cera»ic tile to wall^f f loor^f and ceilings to create decorative 
coverings* Since tile varies in colorr shape> and size^ they mw first arransie^the tiles on a 
dra floor according to a ?lan^ When the pattern looks ri^htf they lay the tile* usin< ce»ent 
or paste* They must first tack a »esh support to. the surface to be, tiled* Then they »ih and 
spread the cement f let it dryi apply sprout (a very fine cemenit) ahd tap each tile into placet 
They of ten have to cut tiles to fit into corners* ^ 

SAHPLE WORK A^IVITIES 

- Look at blueprints and measure and mark surfaces to be covered 

^ Spread a plaster or cement base over a metal screen that has been cut and attached to the. 
floor . 

- HiK and apply mortar . /. * . 

- Put islue on walls and subfloors with a brush and^ trowel ^ 

- Use hand cutter to cut wall tiles to fit around bathroom fixtures 

- Use handtools to install bathroom fixtures 

- Wipe arout between tiles and remove excess sJrout with d wet spon^le . 

HOURS OF WORK/TRAVEL ^ ' / / :/ 

(No Information) 

SAMPLE PLACES OF WORK -V . 

- Construction coiipanies 

- Building contractors 

- Schoolsr hospitalsf and private businesses « . ■ 



. 642 CARPEHTERS AMD RELATED WORKERS ■ - 

Workers in these occupations use wood and dry wall to build structures^ .They follow blueprints 
to fra«e and build walls* They finish interior walls with drywall instead of wet plaster* 
They may work with fiber^lassf plasticf Or Plaster* They may bjild scaffolds for dry wall 
installation or other work* They may also build other wooden products such as floors and 
cabinets^ Heasurin^ tools and other^eetuipment are used* 



6422 CARPENTERS 

CARPENTERS buildt in&tsllf and repsir sll kinds of wooden structures* lhe\i also work with 
ABterials such as plastic or fibersilssst The duties of carpenters varu^restlvt Thev ffisu 
build house frsfteworksy scsffoldsi and wooden for»s for concrete* Ihen Aav< erect docksi 
brid^esf and supports for tunnels and sewersf build stairs? install floorsi cabinetst doorsr 
and wood panelin^f and put up tile* Theu follow blueprints and use fteasurin^ 'toolsi power 
toolsf and a variety of handtools to do their work« 

SAMPLE WORK ACTIVITIES ^ • . 

- Uork fro» blueprints or spoken instructions to build and repair wooden structures of hotes 
and buildings - 

- Mount soundproof tile to walls and ceilings of buildings 

- Hark cutting and assenblu lines on naterialsi usin^ pejicilr chalki and larkin^ ssau^e 

- Build stairs and la» out and install wooden partitions 

- Build rou^h wooden structures such as concrete forisi tunnel supportsi and tetporara fraae 
shelters ^ ' * 

Construct prewde wooden forms to foria parts of a ship 
--^Use a woodworking »achine to build cabinets in a carpenter's shop 

- Build 3 ship's structural woodwork and wooden 5ear '\ _ 

~ Build and repair wooden boats , ' m 

- Repair wooden railroad bridges? trestlesi and tunnel supports 

- Replace decai^edi spliti or crooked tinber on a bridge 

- Install flooring? wall linin^si sidinSsi and window sills in railroad cars 

- Moldf bend amJ laminate wood to for* parts of a ship 

- Build 3 wooden storage tank ^ - 

- Cuti fit and install supporting tiibers in an underground nine *g ' ' 
~ Repair doors and windows in ftobile hones 

Put UP -billboards 

- Join precut woody iTietalr and plasti<^ board pieces to assenble a roof for a building 

- Make props for novie and theater productions o - . 

«(".■'' 

HOURS OF WORK/TRAVEL , 
(No Info rmat ion) 

SAHPLE PLACES OF WORK 

- Contracting and hooebuildin^ firas that construct? reiodel? or repair buildings and other 
structures " v 

- Governnent agencies ^ * 

- Utility conpapies 

- Manufacturing firns and other lar^e' organizations that do their own carpentry work 

- Boat'or shipbuilding firms " 

- Businesses that build or sell sidns and billboards 



6424 DRYUALL INSTALLERS ^ 

These workers install and finish drywall panels^ Brywall is of ten used instead of Wet piaster 
to iake walls and ceilings in. new buildings* It consists of a thin wall of plaster between two 
Pieces of heavy paper* Sone ORYUALL INSTALLERS build netal or iiooden fra«eworks and attach 
laths (wire nesh) to then so drywall can be aP'Plied* They also aav fill the Joints between 
drywall sheets and prepare the walls for paintiniS* At tiaes? these workers nay work fro* 
ladders and scaffolds* . 



SAHPLE WORK ACTIVITIES 



1^4 



- Fasten drywall panels torwall f ratting V' 
rvnn handtools and portable power tools ^o fasten a »etal lath to walls and ceilini 



Read bXuei^rints to find out how to instdU ietal f raiing and druuall panels 

Put UP iftal frajiind and laths so dr^wall can be fastened to the« 

Measure and nark cutting lines on drawall with a sciuare> tape »easuTe> and pencil 

Fit and fasten boards oh walls with screws and adhesive ^ ^ . , x, x x 

Use a keahole saw to cut openings in drawall panels for electrical outletsf ventsr or other 

f i/itures " 

Nail Mtal Pieces around windows and doors to protect drawall ed^es ^ 

Use an electric hoi*it to love boepleted panels 

HOURS OF WORK/TRAVEL 

(No InforMdtion) ' „ / 

SAHPLE PLACES OF UDRK ' 
Construction coipanies 

Contracting companies that specialize in drawall construction 
Coflipanies that build prefabricated buildings or mobile hoes 



^ 643 feLECTRICIANS AMD POUER TRAMSHI8SI0N INSTALLERS 

These" workers «aa install and repair electrical wirina used to distribute electrical power in 
buildings and shipst Qr thea «aa construct r installs and service power lines used to transmit 
and distribute electrical enersia for such thinis ^s JV antennasi street li|hts> txollea carsi 
USitnin^ rods and traffic signals* Thea »aa ere^t poles for Power lines or work on 
underground cable saste»s* 



6432 ELECTRICIANS^ 

■ c5 ' ■ ■ - " _ . • 

0 . - ■ ' ■ ' ■ ■ . ' .. . • 

ELECTRICIANS install and repair eleCtVical wirins in buildinSs and shipst Thea follow 
blueprints and buildinsi Plans and use handtools> power^ toolsf and solderinS.^ irons # Thea 
connect winnai to li^ht fixtures and power eouip»ent# Thea install and test switchest relaasi 
and circuit breakers* Thea »aa clinb ladders to reach and repair eouipiient* 

SAHPLE UORK ACTIVITIES 

- Prepare Sketches that show the location of wirinS ' . 

- Heasurer cutv and install electrical conduitsi usini such tools as a hacksaw and pipe 
threader ^ * • . , 

- Install fire or bur^lara s^lar* sastens. 

- Splice wires twisting or soldering the wires together, 

- Conriect wiring to li^ht fixtures and power eauipaent « 

- Install switches* relaasr and circuit breaker panels . 

- Installs inspect? and service lii^htinM sastets used at airports 

- Service and repair neon sisins ■ 

- Stand in a tower truck bucket to reach and repair street I.iiihts 

- Replace blonn fusesf bulbsf and other electrical eauipient • 
Train new workers in electrical repair work ' 
Install electrical eouipient aboard a sljip . ^ 

- Work as an APPRENTICE while learning the electrian's job 

HOURS OF WORK/TRAVEL, , ^ 

- ELECTRICIANS usualla work 8 hours a daar 5 daas a we«fe However » thea *aa work overtine or 
durina niahts and weekends to take eteraenca repairst . 



SAHPLE PLACES OF UORK 

Elecirlcsl contracftors 
Airline cdAMnies 

Coi»»9nies thii install and rtNir electrical sijfns 
Li^htr heatf aiKi Fower coftf^anies 
CoMFanies that ft^nufaciure pretade baildini^s 
CoiNnies that build and repair shiVs and boats 

An!£i industr<i that does its own electrical installation and rei^air work 



6433 ELECTRICAL POWR IMSTALLEW AND REPAIIffi^^ 

These workers construct r repair? and service electric power linest This includes power cables 
and lines for TV antennasr trolled carst street liilhtSf lisihtninsi rods? and traffic sisinalsi 
Theii MH erect and repair posts or poles that sui^port the wires and cabltst Thev^ Haw work on 
underground cable s«^ste»s or on overhead cables and linest Thev splicet sol den and insulate 
wires and test theR for defects* The» follow blueprints and manuals and use electriciansV 
handtools and testing devices • 

' ■ ' " ■ * ' ' " . ■..>.••-" ,^ • ■ 

SAHPLE WORK ACTIVITIES 

- InstaWf sfervicei and repair* 

« Telephone and teleisraph lines in underiSiround substations 

♦ Electrical power lines -and cables * Poles? feeder cablesf and wiriinjsi 
» ConBunity TV antenna cables used in street-railwav swsteM 

♦ TransforfterSf fuse boxesir and relaas 

- Cliiib poles and install Ii5htnih5 rods? phone wireS» and other eouiPMnt 

. - Locate the source of disturbance to an electric power liner usiniai electrical testinsi eQUiPAeni 

- Cli>b poles and towers to replace or repair overhead conductors? switches? and fuses 

- Use iiath to deternine the electrical resistance needed on wires 

- Connect TV sets to an antenna s^^sten 

Test cables and wirina to detect broken circuits or faulty connections 

Strini^ wire conductors between poles ^ < 

- Splice? solder? and insulate wiring to Join sections of a powerlme 

- Work as LINE ERECTOR APPRENTICE 

HOURS OF UORK/TRAVEL > 

- These workers sonetiftes ms^^ work overtiie qr durijnu^ nights or Wftel;cnds to Hake eierdenc!:^ 
repairs* ^ ^ • « ' ' ., . . \^ " 

SAMPLE PUCES OF WORK / 

- Li3htf heatr and power coBP3ni«s 

- Construction cbKPsnies 

Anij business or industry th.3i installs and Mintsins its own power fuste*s 
-• For yourself I 'as an independent contractor _ 



ERIC 
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644 PAINTER^f PAPERHANGERSf AND PLASTERERS. ' 



Jhese workers a^plH finishes to buildings and eouipaent surfacest Thev msv psint wdllsi 
eauipkentf or boats after the<^ clean the surface and prepare it for painting* Others lav cover 
walls? ceilinS^s> sii^nsf and other surfaces with wallpapftrr fabric? or other coverings* SOie 
workers finish indoor walls and c^ilini^s with plaster coatings to help »ake the» fireproof and 
soundproof* ■ . * 



.0 6442 PAINTERS (CONSTRUCTIONJmD NAI^^^^ 

These PAINTERS put paint? varnishi and other finishes on surfaces of buildings or eouiPMnt* 
First? thei^ sandr scrape? or burn awan did paint so that the new paint will stan on properlv* 
Uhen paint is hard to renove? thev ha^ loosen it with chefticals or special tools* The9 also 
reaove Urease? fill cracki? and brush off dust* Next? they cpver surfaces with pri*er or 
sealer* Then they «iK the paint and apply it with brulshes? rollers? or spray flunsn They aay 
work fro* scaffolds or clinb ladders to p^int tall structures* : 



SAMPLE UORK ACTIVITIES 



- Apply paint? stain? or enamel to decorate and protect surfjaces and ttim on a buildini^ 

- Use sandpaper and steel wool to reitove old paini fro* surfaces 

- Fill nail holes? cracks? and Joints with Putty -or plaster 

- Hix paints? oil? and thinner to prepare paint of a certain color 

- prepare wood and rnetal surfaces of boats for painiini^ 
^- Spray or brush hot plastics on surfaces of ships 

Paint walls? furniture? and other parts of a iiovie set to iake then look old 

- Apply colored plastic to i^lass surfaces to reduce glare froa sunlight 

- Spray a vinyl base coat on the sheetrock walls of iiobile homes to sake the walls look like 
plaster " ' • 

- Rewve old paint froa railroad freight cars? using a blow torch 



HOURS OF UORK/TRAVEL 



(No Inforaation) " 



SAMPLE PLACES JIF WORK ^ 

- Contracting firas that build? repair? or reiiodel structures 

-Hotels? offices? factories? schools? and other organizations that own or manage large 
buildings 

- Construction firms 

- Companies that build boats and ships 

- Motion Picture studios ' , , 

- Railroad companies 

- Private homes and businesses that reouire painting work to be done 



6443 PAPERHAN6ERS 



PAPERHANC£RS cover walls? ceilings? signs? and other surfaces with wallpaper^ fabric? or other 
coverings* Before they cover surfaces? they wet or steam |ny old paper to remove it and apply 
a sealer so that the new covering will stay on* To cover the surfat^e with the new material? 
they first measure the area to be covered and then cut strips of covering from a roll? making 
sure that the patterns at the top and base will match* They then api»ly Paste to the strips? 
Place them on the surface? and smooth them by hand or wHh a brush* 



SAMPLE WORK ACTIVITIES 

- Measure walls and ceiliniSs to find out the nuftber and leniSth of strips of paper needed to 
cover the* 

- Use sandpaper to sjiooth roui^h spots on surfaces 

- Mix paste and use a paste brush to Put paste on the backs of strips of fabric 

- Reaove old paper with a steaa ftachinei water f or chemical renover and a scraper 

- Staple or tack posters on walls? fences? and poles « 

- Snear paste on 3 billboard? usiniS a brush 

- Use 3 lond-handled brush to siiooth and line up poster sections on billboards 

" Apply acid to daap plaster to prevent li»e ft*o« bleediq^ throuiSh a paper covering 

- Cut strips froa a roll of wallpaper? usin^ shears or a razor 



HOURS OF WORK/TRAVEL 



(No Infomation) 



SAMPLE PLACES OF WORK 



- Contracting firms that build? repair? or remodel structures 

- Const rucxion firms 

- AdvertisiniS companies 

- Private hones and businesses 



6444 PLASTERERS 



PLASTERERS finish indoor walls and ceilini^s with plaster coatini^s to help make them fireproof 
and soundproof » They also apply cement? plastic? or stucco to outdoor surfaces and make 
decorative desii^ns in plaster* They mix and spray or trowel plaster onto supportive wire mesh' 
or directly on surfaco^i to cover themt They also create attractive plaster finishes and mold 
speci,al designs to go on walls and ceilings* They use many special tools? including hawks? 
floats? rods? and sprayerst 



SAMPLE WORK ACTIVITIES 



- Follow blueprints or spoken instructions to cover walls with coats of plaster 

- Direct workers '^to mix plaster and put up scaffolds 

- Spread plaster over wood strips or a masonry base? using a trowel 

- Roughen undercoats of plaster with a s.crater. (metal scraper) so the next coat of plaster will 
stick 

- Install guide wires on baildihg surfaces to show how thick the stucco should be 

- Mold and install ornairiental plaster panels and trim 

- Decorate final coats of stucco with small stones * 



HOURS OF WORK/TRAVEL 
({^0 InforiiiStion) 

SAMPLE PLACES OF WORK 



Independent contracting firms that do plaster work 
Construction conpanies 
Private homes and businesses 



645 PLUMBERSf PIPEFITTERSf AND STEAM FITTERS 



t 



ERIC 



These workers install Pipe s»ste»s that carra wsten st^sii air r or other liouids or ^ssesy 
They also repair piping systems put in plu»binil fiHtUresi appliancesi and heating and 
doolin^ e<iuip»entt Soiie install wateri sasi and waste disposal systeys in buildinSsi oilr ain 
and water lines in ensinesJ or piping systeis in planes or shiPSti Others install coBPlex Pipe 
systeas used by oil refineries and nuclear plants* They use wrenchesi rfrillsi sawsi torches^ 
power nachinesf and Aany other Kinds of tools and eauip«ent« 

SAHPLE WORK ACTIVITIES 

Cutf bendf and put together sections ot Pipe to install heat and power systems in ships 

- Repair toilets? sinks? cind wast6 disposal systeis in hones and businesses 
Install and service oil burners in furnances 

- Cut f thread? and bend pipesf usina handtools and power tools^ " 

- Lay Pipe to repair and extend ^as lines between isas iains and hones 

- Follow blueprints to install air? fuel? and water lines on oiesel engines ^ 

- Pgt toisether and test hydraulic systeiis in aircraft and ntssiles ' 

- Install aas-heatin^ units in industrial boilers 

- Assemble sprinkler sasteas used in yards and buildiniss ^ - 

- Study building Plans to put rn hofte drainage systens , „ 

- Di^ ditches to lay ^as pipe below streets 

- Deliver and install water-softner tanks . . ^ x , j ^ ^ ^ a 

- Cover boilers a6d cooling units with asbestos or cork to reduce heat loss and deaden sound 

- Install aas and water meters 

■ ; ■ " ■ ' . . ^ ' ■ ' - \ ^ \ ■ / ■ : 

HOURS OF HORK/TRAVEL ' 

(No InforfTiation) 

SAMPLE PLACES OF WORK 

- Flumbina? pipefittind? and steanfittina contractors 

- Governirient agencies ^ 

- Public utilities 

- Ship buildinis conpanies ^ 

- Aircraft nanufacturers ^ ■ x ■ 

- Petrol eu»? chemical and food'-processina industries 

- Private howes and business 



646-7 OTHER CONSTRUCTIW^ TRADES 

These workers help build? laintain? or tear down such structures as buildings? roads r or 
pipelines. They nay operate air haaiers or drilling eouipient* They jiay rivet or bolt steel 
fraaeworks. Others nay roof buildings or install ^lasst Sone operate eouippent to spread 
concrete or asphalt or pack travel* Workers »ay pour and finish concrete or lay and repair 
railroad tracks* So»e install carpet and vinyl floor coveriniss* Sone install soft tile» 



6462 CARPET AND SOFT TILE INSTALLERS 

These workers install and replace soft floor coverins such as carpet and linoleuti They also 
«3u install pads that ao under carpetSf or coyer walls, and cabinets with Betal or Plfstac 
tiles. Thea inspect surfaces to lake sure they are fiPrnt dryi and cleani and then Prepare the 
surfaces to be covered basandina thet; and fillins in cracks. Thea also^teasure and lark off 
areas to be covered, Thea aaa cuti alue» and fit floorinSr roll out» cut and tack down cafpeti 
or use puttSf aiue> or ceiaent to install soft tile* js^ 



321 '150 



SAHPU WORK ACTIVITIES ' ' 

' ' • ' ■ ' ' ' . ' 

■ Reaove worn floor covering fuon floors and lay new f loor^ coverinis 
-'Measure carpet and cut it to the rislht size to fit a roo» 
'^Lay tiles on cedent according to a Plan 

- Sew Pieces of carpet toisether bs hand . ^ 

- Cut and tria carpet to fit alon^ walls or ddor openinsis ^, . .x. , x 

- Sweepf, scraper sand? or chip dirt fro* floors and fill floor cracks with puttyi plaster? or 
ceaent 

Seasure and cut rubber? linoleuin or^cork -tile . . . ^, 
pread adhesive ceiient over a floor to hold tiles to the floor 

- Lay tiles on cenent according to a Plan 

- Remove excess cenent frtJii Joints between tiles ^ 

- Apply blocks? strips? or sheets of sound-deadenins coyeriniS to floors 

HOURS OF WORK/TRAVEL « ' ^ 

- ■ - 

(No Information) , 



SAMPLE PLACES OF HORK 

Flooring contractors 
Repair contractors 

Retail stores that sell floor covering and offer hb»e installation 
Construction companies * 
Private homes and businesses 



6463 CONCRETE AND TERRAZZO FINISHERS 

CONCRETE FINISHERS ftix? pour? and finish concrete for >iany types of construction projects* 
Work nay ranue from finishing off saall Jobs? such as patios and floors? to building hu^e daas 
and concrete highways* They also color concrete surfaces and make concrete beajs? columns? and 
panels, TERRAZZO WORKERS create attractive walkways? floors? patios; and panels by exposing 
narble chips or pebbles on the surfaces of finished concrete. ^ 

SAMPLE WORK ACTIVITIES "\ 

- Level? sAooth? and shape surfaces of freshly poured concrete? usind a straii^htedi^e and a 
screed (a wooden or metdl strip used to level fresh concrete) 

- Use a power Grinder or chisel and hawer to reaove rou^h sPots fro» concrete surfaces 

- Mix ce»ent? usind a hoe or concrete-nixiniS machine 

- Spread concrete to desired depths 

- Use power tools to break up and repair old concrete surfaces 

- Mix sand? cedent? and water to ftdke cefterit isrout - - 

- Clean chipped concrete with a wire brush 

- Sprinkle colored stone chips oh concrete to decorate it ^ 

- Apply cenent? sand? pisiftent? and aarble chips to floors and-stairways to make a strong and 
attractive finish 

- Grind and polish terrazzo surfaces « <f 

HOURS OF MORK/TRAWEL' ' 

- CONCRETE snd TERRAZZO WORKERS not be able to work outdoors during rsin or freezing 
we3ti)er» 
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SAMPLE PLIttES Cr WORK 

Gencpdl cdntra<:tin!l fins thH const ruct^erk^ ire lariie buildinsls 

Concrete work contractors 
Floor contractors " 
Local public works departments 
Public utilities t ' . . . v. 

Hanufacturinst'firais that do thtir own construc\wiwwork 
Fin that contract to install decorative floors and wall panels 
Private hoftes and bysinesses 



6464 GLAZIERS 

■■ ■ •. ■ .. ' . . ' .. ■ V • . • ■ ■ , ' . ■ . ' - . ' ' 

GLAZIERS install alass and airrors in structures such as windows^ doorsi wall* tables^ and 
display cases^ So«eti»es the glass must be cut before beins installed* Thw »easure> iarki 
and cut the slass to the reauired shape and siie> Theif secure ^tW ^Igss in Place with 
materials such as putty f rubber Sasketsf ietal^clit>sr and wood loldinSr TheyValso man attach 
Metal hin^esr handles! op other hardware to the Slass.^ Thew yse handtools and may use power 
cutters and Srindeps* They wy work hiah above the ground* 

SAHPLE WORK ACTIVITIES > 

..■ ■ - '' ■ •• • ../ ■ ' . ■ : . t' ;■„ : 

- Install t 

♦ eiass in windows^ IkufiShtSf slope / Hiprors on walls* ceilinSs or tables 

" f fontSf and disMay cases ♦ Glass into dbop fpaies 

. Glass supfaces in wallsf ceilings^ •^Glass enclosupes for showeps 
and tabletops o 

Hark the outline of patterns on ^lass 

- Out class* usins a,slas5cutter * w ^ * , 

- Break off excess glass by hand or with a notched tool 

- Fasten aila*is panes into Holdings . ^ . - . . . 

r S»oojth putty around the edges of glass panes to seal joints 

- Bolt iietal hingesf handles f locks > and other hardware to glass doors 

- Set glass doors into franes . ^ u^^v 

- Spray glass with a tinting solution to prevent light glare 

- Use a crane to install large pieces of glass 

- Work f roai a scaffold high above the ground , A^rr-Bf* . . 

- Work under contract as an APPRENTICE while learning the GLAZIERS craft 

' HOURS OF HORK/TRAVEL ' 

- When installing Ur^e Pieces of slassj GLA2IERS work in teaas* The« occssionslly travel to 
sKsll towns where few People? if anar are eouipped and oualified to install ^lass m 

^ buildings » 

SAMPLE PLACES OF. WORK ' , 

- Glass'coiipanies 

- Glazing contractors , 

- Businesses or agencies that do their* own construction work • 



6465 INSULATION WORKERS 



INSULATION- WORKiERS fill or line ^ wdllsi floors^ snd ceilings Miih tsierials such ds cork or 
fiberglass to helf^ keep buildings wsrii in the winter and cool in the sunert. The» siso instsll 
insulation in Jiest storage rooas and around steam Pipes and boilers to f^revent the transfer or 
loss of heat* The» Aa» paste i wire? talpei or spra» the insulation onto surfaces or betMen 
surfaces* The» use coMon handtools such as trduelsr brushes? scissarsi and staple i^iunsi as 
well as power saws and coRPressors* ' 



SAMPLE WORK ACTIVITIES 



Blow insulation into spaces within wallsi floors? and ceilinss 

- Nail slab^ of cork or fiberglass to walls 
-Cover boilers and tanks with asbestos or cork 

- Insulate a railroad car 

- Cut sheets of insulation into sections? usin^ a handsaw and Biter boK 
Cover the i^as pipini^ in a refrigeration unit with iiolded plastic 
Climb 3 ladder to install or remove old ins^ulation 

- App1» weatherboard to the outside of buildini^s? usin^ carpenter's tools 



HOURS OF WORK 



(No Information) 



SAHPLE PLACES OF WORK 



- Insulation contractors 

- Chemical factories? petroleum refineries? powerprantsi and similar places which have 
extensive steam installations for power? heatini^? and coolinsi 

Lar^e firms that have cold-storaae facilities \ 

- Constructiron companies - " ^ » T 
" Companies that build or repair trains or railway cars * 



6466 PAVING? SURFACING AND TAHPING EQUIPHENT OPERATORS 



These people operate or tend eouipment that spreads or smooths concrete? aspHdlt? or other 
materials on roads? parkini^ lots? dr airport runwaii^s* The» also ma» use eouipment that packs 
i^ravel? dirt? or other material* They move levers? push pedals? and turn handwheels to start? 
stop? and control spreadini^ and packing eouipment* They also ma^ clean and replace worn 
machinery parts*- Some of the machines these workers use must be driven* 



SAHPLE WORK ACTIVITIES 



" Operate a Prtachine that spr&ads and levels hot asphalt on hii^hwa^s and streets 

- Turn valves to regulate the temperature of asphalt"* 

Hove levers and turn handwheels to lower attachments that spread wet concrete within forms 

- Drive and Operate a truck eouipped with a tank that sprays oil on road surfaces 

- Run a machine that spreads travel? stone? and cold-mix asphalt on road surfaces 

- Tend ^ears on the rear of a truck that sprays hot tar on streets 

- Service and repair a machine that presses out concrete curbinil on parkin^f lots 

- Operate a machine that cuts i^rooves in concrete * * 

- Tend a portable unit that heats asphalt 

- Drive and operate a machine that lays? spacest and ties steel rods used to strengthen 
concrete highway pavini^ 

- Operate a ^as-powered machine that packs earth around a form 

^ Operate a machine that breaks up pavement and drives sluardrail posts into the earth • 
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HQURS^ OF WORK/TRAVEL , 
(No InforftsUon} 

"'^SAHPLE PLACES OF UORK ; 

- PavinS contractors " ^ . ^ 

- Cohstroction cq*pani«s that work on hidhwsssi daist or airports 

- State hi^hwav departnents 

- Railroads companies 



; • " 64^7 RAIL AND TRACK LAYING EQUIPHENT OPERATORS 

These i^^oplef operate eouipnent used to lay and repair railroad tracks and rails i Sote of thes6 
worKers dc*ve a vehicle that »ove5 and lays track or railst Others operate eouipnent usfd to 
jiaifttair»-^d repair tracks* This eouipfcent include-i portable ^rindersr spike ^pullersr^^ and 
%ike drivers^ Still others operate *achines nounted on flat-bed railroad tracks* These 
iftachines are used to ispread and shape crushed rock to fom the foundation for railroad tracks 
and to level and straighten the tracks over the foundation* 

Brive a sp^ial vehicle over sections of track that are to be renoved 

- Push ^controls to close a draspind device on a rail section and to lift and MVe the section 

- Use a spike, puller to p«ll old spike from tie - 

- Raise railst usin^ a hydraulic Jack . ^ . , / t_ . x ^ ± ^ 

- Operate a aachine to cut portions of tie so that the tie plate^can be inserted to hold a rail 

- Drill holes through rails and* tie plates so that bolts .and^ pikes can be ^Oserted 

- Operate a track-wrench nachine to tighten or loosen bolts that hold ends of rail tosletner 

- Spray ties -and Joints with oil to protect the* from the weather 

- Use controls to start Jacks> taftpersr and scraper blades on a iiachihe . 

- Use^a power Grinder to reshape worn- railroad switch points • 

HOURS OF UORK/TRAV^ 

(No Informstipn) 

SfiMPLE PLACES .OF WORK, 

- Railroad companies 

- Mining companies that use railroad eeuiPMnt . • ^ 



6468 ROOFERS 

■ * ■ ' ,3 ■ • • ' ,■'*.. # ' ■ 

■ • ', ' ■ . ■ ■ • ' ■ , 

ROOFERS cover the tops of buildings with.naterials such as^asbiiftosf slate* woodi asphaltf 
alu»inuftf or tile to insulate the* and *ake the* waterproof • They install and repair various 
kinds of roofin^f including tar and gravel » slate or wooden shinsiles» and tiles* They also *dy 
waterproof walls and floors. They *ea5ui^ef cutt and lay shingles and tilest and nail or ce*ent 
the* to roofs* So*eti*esf they spread hot tar over a roof* covef the tar with layers of 
roof inS feltr and then add travel to th#^^OP» 

IKJC '-J- , ; ; ; 3j,- ., 163 ':■[ ■ ' 
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SAHPLE UORK ACTIVITIES 

- Cut rootinis paper to size and nail it to the roof in qverlappind strips tp tor* a base for 
roof ind Materials : V . 1- 

- Fasten shingles to a roof with asphalt i cedent or nails 

Punch holes in slate? tile? or wooden shindlesi usind a Punch and haftter ^ 
~ Mop or pour hot asphalt or tar onto a roof base 
r AppIm i^ravel or pebbles over the top layer of a roofi usind a rake 

- Attach shindies to decks to waterproof the* , • . • ^ • * 

- Spray roofs with a special foa» to bind? seal? or soundproof sections of a structure 

- Cut strips of flashini^ and fit the* into angles forMO by walls and vents 
-Attach prekade roof sections to rafters 

*• « 

HOURS Of' WORK/TRAVEL 
(No Infornstion) 

SAMPLE PLACES OF WORK 

- Roof itiSI contractors 

-businesses and i^oVernnent ai^encies that do their own construction and repair work 

- Private homes and businesses 



6472 SHEETMETAL DUCT INSTALLERS 

\ - t- • ■ •■ . 

These workers install he'itiad or air ducts in hoses i' cowercial buildindsi Ind factories* *The 
ducts are part of heating and ventilating systems* Installers follow blueprints and 
specifications as they fasten duct parts in place usind bolts? rxvet^Sf or welding* They check 
fitted parts for conformity to specifications and for leaks or flaws* 

* ■ -" . * 

SAMPLE WORK ACTIVITIES . 



positioih assemblrea ductwork * use calipers? scales? and .micrometer 

accordiriii to blueprint si>ecifications to check conformance specif icatiorts 

use Handtools? rivets? weldind? and * check system tot leaks and flaws in 

power tools to secure ductwork installation 



6473 STRUCTURAL METAL WORKERS 

STRUCTURAL WORKERS Join steel frameworks and other metal parts of structures with boltsf 
rivets? screws? and other fasteners* They also Place* steel or iron in forms used to make, 
reinforced concrete* They help ierect and put together structures such as buildinns? bridfltsy 
dams? storage tanks? and playlround ^ eouipment* They use blueprints? Power tools? noistmsi 
eouipment? and a variety of handtools to do their work* ^ 

SAMPLE WORK ACTIVUIES 

- Set UP eeaipment to n^lse and place steel beams 

^ - Fasten steel beams>%'aJ|r hoist? usirm a chain? cable? or rope 

- Sftide* on a steelCbeaiirto iSuide it into place . ' 

w - Use a crowbar f Jacks? ind handtools to force steel parts into Place 
Bolt sjteel or metal^^rts together 
' ' iti s4hjc1j 



^ - Catch not rivets iti r^bucket ahd use tonis to Place them in holes 
Vn fir> * Cut and weld steel parts ^; ^ f n vj 



: Eead bluepriids Mace doors i windows > and skylights 

lodethtr swinasi slidesi and other playground eouipnent 
.c^'-^^nd steel rods with handtools or a rodbendin^ ■achine V 

. ■ ■ ' ^ . . ■■ . ... ' . ■ 

HOURS OF WORK/TRAVEL 

- Soie STRUCTURAL METAL WORKERS nust travel so»e distance to work site|9 while others work 
close to hoaet , ^ 



SAMPLE PLACES OF WORK 



- General contractins f irss , . ^ 

- lar^e steel conpanies that are involved in the construction of briddesi daasy and larde 
buildings 

- 0overnient agencies 

- Public utilities ^ 

* Lar^e industrial fira^ that da their own construction work / 



6474 DRILLERSf EARTH . 



EARTH DRILLERS set up and operate nany kinds of earth drillinff eouipaentf . Soie use drilling 
eduipient to tap water deposits or to Hake space for underground Pipes* Others drill holes for 
Poles or posts or for concrete pier foundations* A few drill into ^he earth to reaove soil 
saaples for testing or to prepare holes to be filled with explosives used in Minin^i and 
construction work* " 



SAMPLE WORK ACTIVITIES 

^ Set UP and operate a portable drilling rid to^ill a water well 
Asseible drilling toolsr usind handtools or power tools 

- Move levers and pedals and turn handwheels to control the action of a nachine that drills 
Willis and lowers casings into* wells v 

- Replace drill bits with tools that collect samples of earth or rock ^ - 

- Keep records of drilling progress ^ 

- Operate a aachine mounted on a truck to did holes for poles or posts 

- Operate a nounted drilling unit to drill holes for concrete pier foundations 

- Set UP and operate drillind^ eauipMnt to obtain solid core saaples fno* deep within the earth 

- Record the^ePthi fro* which earth core ^aiples were taken ' ^ 



HOURS OF HORK/TRAVCL 



(No Inforaation) 



SAMPLES PLACES OF WORK ' ^ 

-Public utitities- 

• Construction coi^panies 

- Well drilling coipanies and contractors 

- State highway departiehts r 

^ Mining coRpanies ' 



6475 AIRHAHMER OPERATORS ' 

AIRHAHMER OPERATORS use drills powered bt* cMPrtssed air to Make holes in or break up ore» 
rockf and concrete/ The» na^i drill holes to help Miners blast out rock ond ore> for exaiPler 
or to break up road paveaent or conct^ete structures* Then prepare for drilling by connecting 
air and water lines to the JackhaMer* They pull a triMer to.start;the drill and then lean on 
the ha**^ to auide the drill bit into the surface»,^At tiieif thew mw replace or sharpen 
drill bits* These workers wst be in liood Physical condition* . 



SAHPLE UQRK ACTIVITIES 



Connect air and water lines to a JackhaMer ^ . x , 

Pull a triaaer on the hawer and lean on the hawer to ^uide the drill into rock 
Break up sidewalks and pavenents ^ 
Replace or .sharpen air-drill bits 

Drill holes^ iri rock to set^Plosives charges , . 

Mark desired dimensions on stone> usin^ * rule and chalkline 
Change drills or add lengths as holes '^et bidder 




HOURS OF WORK/TRAVEL 

(No Info rniat ion) 



SAMPLE PLACES OF WORK 



Pavina contractors / 
Construction companies - 
Mining apd Quarrying companies 
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PILE DRIVING OPERATORS 

These workers operate a larde tachine called a pile driver that drives wopti or steel pilinSs or 
posts into the earth. The- pilings driven into the earth serve as foundttiofis for structures 
su8h as buildinas, bridges, and Piers.. PILE DRIVING OPERATORS use Hand and foot levers and 
turn valves to position pilinas and control the action of the Pile driver. 



SAHPLE MORK ACTIVITIES 

- Operate a pile driver Munted on skids to drive pilinss thit will ft>rrthe four^d^on of « 

bridge or building ' . x.. x • x , t - *x \ i 

- Hove hand and foot levers to control 'eouiP»ent that hoists^tor lifts) pi lina . 

- Position the hasier over the top of a pile and Mve levers and turn valves to start the 
ha««er ' / ' . 




HOURS OP UQRK/TRAVEL 
(No,JiilVor»ation) 



/^AHPLE PLACES OF UORK 



Construction cotpsnies that work on bridaes», piersi or larap buildinss 



er|c ; 



\ 



6479 CCtt^STRUCTION TRADESi N.E»C. 



People in these Jobs help buildi isiritsirif or tear down structgresi such 3s buildini^&f rodds 
and pipelines* Uork duties and settings Varu* For exsftplet thei:^ man install windows •mjl door 
franes in botes i place lane ftarkers slond hidhwausf or appl» sidini^ to buildini^ walls« Thttn 
man prepare buildini^s to be ftoved or install sprinkler sBsteRs* These workers £>f ten work as 
part of a teaa or crew* Theu use handtools and «ai^ use PoUev tools and eouipaent as well* 

SAHPLE WRK ACTIVITIES 

- Build casing doors in kilns 

*- Install netdl window and door fraaes 

- MorJt under contract as an APPRENTICE while learniniS to install the ornaaental iron work " 

- ^sseable alujkinw swiiii&ini^ pools at worksites 

- Install antennas ror radio or TV sets * ^ 

Tend machines that pukp concrete and cedent throuiSh ^ses to coat surfaces ' " 

- Dra at archeoloisical sites to unearth pottenir bonest and other iteiS f ^ 

- Install underground pipe for far* irriiSation systems 

- Install lane narkers alond paved hii^hways and streets * 

-Operate a ■achine to clean rustf scalei and dirtjfro* pipelines » a 

- Apply asbestos 9 aluainunf and other types of sidmi^ to buildini^ walls q 

- Apply liouid iSlaze and colored chips to floods and walls . . ^ 

- Prepare buildings for laovin^ fro* one site to another ^ 

- Build and repair housesr barnsy and parades accordinst tb roudh sketches or verbal orders 
-^Build and repair underi^round vaults and nanholes 

- Set UP hydraulic Jacks used to raise concrete^ floors and roof slabs 

" Attach awnini^s onto bi/ildin^s ^ 

- Ipstall draperies or Venetian blinds in custoibers' hoaes 

" T^nd punpsf coapressorsy or venerators to provide power for tools and eouipaent 

- Install concrete Panels to build fences 

- Operate eauiPtent to drill holes in walls • ^ 

- Repair, fences and Vates around factories! hoaesf or farms 

- Iristall underi3,round lawn sprinkler systems ^ ■ . . 

- Put UP roadside sii^ns and billboards 

- Install flails and li^ts on booths for events such as parades ^ 

HOURS OF WORK/TRAVEL * 

- CONSTRUCTION TRADES WORKERS nay work on a variety of construction projects throui^hout the 
year. Some work justly on projects in or close to the coMunitv in which *they live* Others 
may travel lonj^ distances and spend weeks at a tite at reaote locations* 

■ ■ ■ / ' 

SAMPLE PLACES OF WORK 

■ ■ * ' ' ' 

- Construction cOftpanies 
Utility cofikpanies ^ 

- Government adenciesy such as State highway departments 

- Oil cofiPanies o 

- Companies that produce prefabricated buildings 

- Companies that make and install products such as window shades and fixturesy TV antennas^ 
concrete structuresy window Glassy and awnini^s ^ 

- House ftovitid companies ' • , - 

- Billboard companies 

* Retail stores that sell and install produftsy such as drapesy portable swimmini^ poolsror 
metal fences , ^ ^ - - 



ERLC 



65 EXTRATIVE OCCUPATIONS 

These workers reAove resourcOT fro« the sfrdund^ Theu m« drill for oil or test for oil 
depositSf They may place explosives in iinesr Quarriesr or structures to reftove or loosen 
Mttrials* Sone operate *inina machinery that reiovts resourcesr cuts through rock? or Mves 
•aterials* Others do the physical labor of tinin^t working as a tea* to rewve^ MneralSf buxld 
or repair structures^ or assembler testi or repair eouiPient* ^ 



652 ORILLERSf OIL WELL 

0 ' "o * ..... 

OIL WELL PRILLERS operate a variety of dirills to take oil froi the earth* They also aay use^ 
specially desisined eouipnant to look for or to test for oil* deposits* Sou direct the Qse of 
special tools and techniaues to recover lost eauipnent or other objects that sobetiies^block 
oil wells* Others operate truck-iounted hoists eouipped with a derrick to clean out and 
restore old and dafta^ed oil or das wells* , 

SAMPLE WORK ACTIVITIES 

••Plan nethods and select tools for reaovind objects ^uch as broken casino? and drill pipe from 
wells o 

- Start puftps which aove water f oilt and other fluids throusih a well to clean it 

- Use handtoolsf power wrenchesr and tonsJs to connect sections of drill pipe 

- Hove a winch lever to lower tools into^an oil well ^ . 

- Look at instrument readiniis -to determine where ite«s m a well a^re located 
-.Operate a drtllind rid to; drill shallow boreholes -^to slet samples of earth or to place 

explosives v * . ° 

- Count sections of drill rod to determine the depth of a borehole 

- Start puftps that Mve mud through drill pipe and boreholes to cool drill bits and fljjsh out 
dfill-cuttin§sr . . , 

- Keep records of footade drilled and the materials used ^ ^ 

- Lower in explosives into a borehole to start the flow of oil fro* a well 

HOURS OF WORK/TRAVEL ' ' <^ 

OIL WELL DRILLERS 'lay expect to aove fro* -Place to placef since their work in a particular 
field nay be completed in a few months* . , ^ 

SAMPLE PLACES OF WORK 

- Oil companies or independent drillers 

^ 653 EXPLOSIVE WORKERS . ' 

People in these Jobs plcjce explosives in open pitSf underground ftinesf ouarriest buildinfifef or 
other structures. They also set off explosively to loosen or reiove eartht roc*i or other 
Kateri'al's or structures » They study land formations or structures to detem^ne the^type and 
eiount of explosive charde to use* They may instruct other workers^ to drill blast holes or 
drill the* th61»se Ives* They connect wires to firind devices and set off charSts* These 
workers must be' very careful to see that safety rules are followed* ^ 

. • ' ■ ■ •■»._. . . 

SAMPLE WORK ACTIVITIES 

- Drill and blast earth and roc); to build underground shaft* and tunnels for roads and railways 

- Wedae tiiiber structures to i*reveni cave*ins . - . . ^ 
<^ - put toSethert Place? and set off explosive charges to loosen earthr rock* stu»p.s or to 
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deaolish buildinias . . 

- Asseable 3 blBStini^ cbp snd fuse and place thea with the »3in chlsrse in 3 hole or near the 
^ pbJect to be blasted 

- Connect wires to Friaers 3nd cover charges with clwf sdndf or other aaterials 

- M3rk P3tterns for drill holes 

- Push plun:ders or Press buttons to set off blasts 
' Explode torpedoes in l3ored oil wells to start the flow of oil 

^- Pack dunaaite ^nto blast holes with taapini^ rods 

- Moyey storef and Keep^ invientories of explosives 

- Tie leni^ihs of dela^ini^ fuses into a^P3ttern to tiae the order of explosions 

* ' .^^^^ ' ' ** * 

HOURS OF WORK/TRAVEL 

- So&e EXPLOSIVE^ UORKERS travel lon^ distsnces to work sitesV^Theu nau stsu at s pdrticular 
worksite for several weeks f. 

SAMPLE PLACES OF WORK ' *. 

• ■ 

- Hinini^ and QUarryiniS cpapanies , . ' ^ ' r 

- Construction coapanies 

- Contractinsl fi'ras that specialize in tearing down old buildini^s 3nd structures 

654 HINING MACHINE OPERATORS 

These workers operate eouipaeht used in ainind and building proJectst for exaaplet soae 
operate eauipaent to aove steel f raaework within a .Cunnel during construction* Soae use a hui^e 
electric chain saw to cut a strip beneath codl de^^osits to control the direction of the coal as 
it falls after blastind» Soae operate nachines to drill holes used for explosive^* Soie ^it 
or lie in the cab of a aachine and operate levers to cut or rip out coal and load it in shuttle 
cars* Some use torches to cut holes in rod; at a ouarru* 

SAHPLE WORK ACTIVITIES . * 

' Set UP and operate eouipaent to aove steel f raaework within a tunne^l ^ ^ 

t Turn a handcrank to control 3 Jack * 

used to lift steel tunnel shields % « * 

- t Move levers to control eouipaent 

used to position aetsl se^aents 

- Set up and operate a .truck-*aounted aachine to bore blastinsi holes at construction sites 

f Use Jacks to position the aachine . * Install drill steas 

% Move levers to start j^id operate the ♦ Use handtools to replace broken or 
drill worn drillini^ aachine parts 

- Operate a powered aachine to cut channels in GU3rr» stone 

• Lay track for the aachine ' ' . 

• Start and stop the aachinef and ' 
replace worn or daasi^ed psrts when , 
necessary < ' 

- Operate a laobile machine to drill blasthole^ in underground aines 

* Drive a drilliRd aachine into areas * Measure undercuttini^s to deterttine 
where coaly saltf or ore has been ^ ' where holes should be drilled 
undercut ^ ♦ Drill holes to specified depths 

- Operate 3 truck-aounted a3Chine to cut shale froa the wall of a aine 

* Use 3 shovel f iledde h3aaeri pinch v. 
b3rf and J3cks to put up supports and 

O lay rails ■ 



/ « Drive the Mchifte over the rails to 
Pit the feet of e sine 

Uatch^ 3 control jpsnel to detect ^ r obi ias with the Aschine 
Of^erate e aschine used to aine cps^l in an underdround nine 

♦ Drive the ischine into position snd mv^s it to e shuttle car 

• Move levers to advance the »achin<^ t^^ReMir* oilt and adJust the^Mchine 
boriwj head into the coal and chinUe its buttmst teeth 

. » Start a Mthine that slathers coal 



- Cut holes' in rdcfcf usini a Jet FierciniS torch 

>, ■ . • • • . • , . 

HOURS OF UORK/TRAVEL 

^ ' / . ' 

Soie of these Jobs ms^ reduire travel to project sites in out--of*-toim locations* 

SAMPLE PLACES OF UORK 

- Coal and other winind companies - 
--Construction coftpanies that specialize in larde projects such as tunnel and sewers 

- Quarries 

" . ■ ■ • V , ^ " ■ 

656 HIHIN6 OCCUPATIONSf M.E^C* 

People in these Jobs do much of the day-to-day physical labor at ainesf ouarriesf and oil 
drilling sites. They often work as part of a teaii or crew of workers to build and repair 
structures^. They also »ay assembler testf repair? or clean eQUiPient. Spte help with safety, 
or blastinis operations* Hany of these workers use handtools. So»e operate power tdolsi puipsi 
Jacksr or powered irachinery. 

SAHPLE WORK AtTIVITIES 

- Repair and issue safety la«ps at an underground Bine ^ 

* Clean la»ps and batteriesi usina . Play batteries into an electric 
ra^s and steel wool charter to restore their power 

. Replace faulty or worn parts? Such • Keep recoi:ds of laiPS issued to 

as cablesf bulbs> wicks? and batteries ainers ' 
. Test batteries for streni^th 

- Assemble and repair oilfield machinery and eouiPMnt 

i Oil- holes and pour concrete to make V • 
foundations for derricks 

* Bolt together puhp and eni^ine parts 

. Connect tanks and flow lines * , 

- Work 3s a dreaber of a casing crew at oil well Sites 

Siisnal workers to hoist casini^s onto ' 
an oil derrick - 
» Position casing for couplinSs 

- Help another worker advance a plow blade through the face of coal irit an underground ttine 

* Pull levers to adjust the dei*th of in the prow i^dsition > 
the cut of a plow blade , ^ AdJust and »ake iincr repairs to 

•*Ose an electric buzzer to signal a lining eauipeent 

worker when the iachine Plow blade is * 



^ Operate a self-propelled eachine to install foof support bolts in underground iines 
♦ Position e safety Jack to support a ' \ 
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mine roof until bolts csn be ipstslled 
• Place titbers and posts into 
position to tortft roof supports ' 

Load explosives or chefticsls into devices used to shoot dr burn holes throui^h cssini^s and 
earth at oil well sites 

Remove ftud and ftuck froft the surfaces of stones at a Guarrvj with a pick? shovel r and stean 
hose 

Operate a pneUtetic Jack on an offshore drilling bar^e to raise or lower the bar^e for 
drilling operations ^ 
Hine precious metals f ro» sand and travel 

SPra» water onto the wallsf rdofs^ and floors of underground ftine to prevent explosions 
Help another, worker PUftp oil or $as into bari^es and tankers 

HOURS OF WORK/TRAVEL 

O ■ V 

Sone of these workers kavf travel to work at remote ftinind or oil drillini^ sites* The» iia» 
spend several weeks or aonths at one site before movind on to a different wprk location* 
Other workers coMute dailH to and fron local projects* 

SAHPLE PLACES OF WORK 

Hlnini^ and ouarraind companies ^ ^ 

Oil coftpanies 

Uater transportation companies 



